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Courses Available 


Advanced Sysiems 
OS/VS, MVS 

VSAM, 

IMS/VS 

DL/1, 

Communications Systems 
Management Education 
IBM Personal Computer 
Office Systems/Information Centre 
Smail Systems 

VM/370 

DOS/VSE 

CICS/VS 


General Information 


ENROLMENTS — 
The IBM Education Direct exists to provide education 
at your fingertips. Call 

1-800-268-5411 2* 


Specify appropriate course code. 


PACKAGE ORDERS — 


Self Study Programs may be ordered by calling the IBM 
Education Direct at the above telephone number and 
specifying the appropriate package number. 


COURSE AVAILABILITY — 


Regularly scheduled classes appear in the |BM Education 
Schedule. A copy of the schedule may be obtained by 
calling Education Direct at the above telepnone number. 


PRICES — 


Prices may be obtained by referencing the Education 
Schedule or by calling Education Direct. 


FURTHER REFERENCE — 

The following reference documents are available from the 
Education Direct 

1. Course Catalogue 

2. Education Schedule 


FURTHER ASSISTANCE — 


Education can assist you with the above. If additional 
planning or in-depth assistance is required you may 
request Education Direct to have an Education 
Marketing Representative contact you. 


* In Toronto call 492-6044 
* 112-800-268-5412 in B.C. 
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SYSTEM/38 TEXT MANAGEMENT WORKSHOP 
JE COURSE OBJECTIVES 


Upon compleition of this class, the student should 
be able to; 


x 


oK 


Understand Basic Word Processing Concepts 
Correctly Use System/38 work station Keyboards 
Create/Ddlete Text Documents and Fi.les 
Correctly use System/38 Text Line Commands 


Create, revise and delete Paragraphs within a text 
document | : 


Set up margins and spacing for paragraphs within a 
document | | 

Use S/38:2Text Management Command Function Keys to 
revise paragraphs 


Print azdocument using S/38 Text Management 


Correctly use S/38_ Text Management Print Control 
Commands 


Merge data into a document using S/38 Text 
Management 


Correctly use S/38 Text Management Command Functioa 
Keys to treate forms within a document 


Correctly fill a form document using S/38S Text 
Management \ 


’ Correct ly ise ~+he oot rons on tha S7SS Text 


Services Menu 
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C4 DOCUMENTS 





Letters " 
Outlines 





Legal briefs | _ Contracts 


Office procedures manuals 
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WORD PROCESSING 





Handwritten or dictated 


Stored on disk 





INTERACTION WITH TEXT MANAGEMENT 


MENUS 












Create a document 
Browse a document 
_ Print a document 
F311 in a form document 


fm W Mr 
Ld s * 


Option: _ 


@ Ease of use 


@ User friendly 
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~ DOCUMENT CREATION 


£ oe 
est 


@ To NAME and TYPE a document for the first time 


WP-11 





~~ sauaqulL Jo JUNOowe BHulmMoub ay 02 ang 


€86I SITE 49G0}299 :a3RQ 


puemM [OuR) woud 
PSL] UOLINGLUIS LG Ol 


WNPURLOWIW IILIIO 


xen eee exe SN INN TOF Ge vo ee ee nee 


se en ee ce ce ace 


f) 
r 





my LOOOWSW :}uauNdog LIM 


NOILVS3YO LNSIWNOOd 


™ 


WP-12 


DOCUMENT REVISION 
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DOCUMENT REVISION 


Office Memorandum 


To: Distribution List 


From: Carol Ward a 
C Qos up cae 
Date: October 31, 1983 


adjuat 


Due to the growing amount of interest in personal computers, home¢éomp> 
Caters) and other systems by the people on the staff, we have decided to 


dstribution)in the office. 


The magazines are: 
PC World ——~ J. ¥ 


Business Week ime 
InforWorld 


order several magazines for 





If you do not want to be on the distribution list for these magazines, 
please circle the statement below and return this memo to me. 


Also, if you feel other publications should be on this list, write them 
down and return this memo to me. 


ati a a te acs TP PES: 
SS _ Carl 


Additional Publications 
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Special 
terms 


PROOFREADING 





@ Spell check 
@ Spell verify 


Q@ Synonyms 


Medical Legal 
dictionary dictionary 





@® Addenda dictionaries 
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Typo 


or 


Terms or 
Proper names 
UNIQUE to 


your office 
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WORD WRAP 


@ Unadjusted text 


TEXT W:1 Document: WPLETTER Scan: 
Pes 1). Acee: Swe diss. Gita, . Bonat Aves Sane Cae GN. Seal Drees als GO: uci. cae > 
kaRKERRRKERE OTN NG ett ake ee 
0001.00 
0002.00 
0003.00 
0004.00 
0005.00 Office Memorandum 
0006.00 
0007.00 To: Distribution List 
0008.00 From: Carol Ward B efore 
0009.00 “4 
0010.00 Date: October 31, 1983 EOS « 
0011.00 " ; Fe 


0012 1 Due to the growing amount of interest in personal computers, home comp 
0013.00 uters, and other systems by the people on the staff, we have decided to 
0014.00 order several magazines for distribution in the office. 


0015.00 

0016.00 The magazines are: 
0017.00 PC World 
0018.00 Byte 

0019.00 Business Week 
0020.00 InforWorld 






Document: WPLETTER 
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Office Memorandum 









To: Distribution 
From: Carol Ward 





Date: Octcber 31, 1983 
0011.00 ‘ 
0012 Due to the growing amount of interest in personal computers, home 
0013.00 computers, and other systems by the people on the staff, we have 
0014.00 decided to order several magazines for distribution in the office. 
0015.00 

0016.00 The magazines are: 


_— 


0017.00 PC World 
0018.00 Byte 
0019.00 Business Week 


InforWorld 
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SCROLL 


You can only view part of the 
document at one time 





ROLL UP ¢ 


Tt 


an Press SHIFT and ROLL @ 
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WINDOWING 


(Horizontal Scrolling) 





Used for a document wider than 
the display screen 
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BLOCK FUNCTIONS 


@ Copy/Move/Delete 


Canle 


Office Memorandum’ ae 


To: Distribution List 
From: Carol Ward aos 
Coax up i ean 


Date: October 31, 1983 adjust 


Due to the growing amount of interest in personal computers, home€omp) 
Citers)and other systems by the people on the staff, we have decided to 
order several magazines for(dstribution)in the office. 


The magazines are: t 
PC World ~—~ i ee 
Byte dae 
( * Business Week & Dime -) 


InforWorld M 
ove 


If you do ncit want to be on the disiribution list for these magazines, 
please circle the statement below and return this memo to me. 


Also, if you feel other publications should be on this list, write them 
down and return this memo to me. 





——?—$_ ——— ——_—_—— Thanks, 4 
Ca rol 3 


Additional Publications | do not want to be on the Distribution List 
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PAGINATION 


XXAXKKAKXX 
XXXXXKXXKX 
XXXXKKXXKX 
XXXXXXXXX 
XXXXXXXKXXKX 
XXXXXKXXXX 
XXXXXKXXXX 
XXXXXXXXKX 
XXXXXXXXX 
XXXXXXXKXX 
XXXXXXXKXX 
XXXXXXXXX 
XXXXXKXXX 
XXXXXKXKX 
XXXXXXKXX 
XXXKXXKXXX 
XXXXXXXKX 
XXXXKKKKX 
XXXXXKXXXX 
MAX KXKXKXX 
XXAXXKX KX 





BEFORE 
PAGINATION 








AFTER 
PAGINATION | XXXXXXXXX 
1 XXXXKXXKXK 
XKXKKXKKKXKA 







KKXKKAKAKKAX 
KAKKAKKKX 
AXKKKXKKKXX 
XXKKKKXKXKX 
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XAXXXX 
KXXXXX 
KAKXXKKK 
XXXKKX 
XX XX XX 


XXXXXXXXX 
XXKXXXXXX 





XKXKKXKKXKA 
XKKAKAKKKKX 


Thank you for ___ 


I’m sorry to 


At present 


Please call 


Sincerely, 


Yours truly 








BOILERPLATE 2 










Thank you for ___ 





At present 


Thank you for ___ 


Sincerely, 







Please call 









I'm sorry to 
Paragraphs 1,3,5 





Yours truly 


At present 


Sincerely, 





we 
Paragraphs 1,4,6 


Paragraphs 2,3,5 


Standard paragraphs used repetitively 
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GLOBAL SCAN/SCAN WITH SUBSTITUTION 


$/38|Text Management System 


Kc Mca OA WOE a 


Learning to Use|Text Management 


A file (EXAMPLE) in library (QTXT) has been provided with the 
product. The best way to learn to use[Text Managementlis to 
reference the documents in this file while performing the examples 
in the publication provided. 


Editing Options 


Some of the editing options include the following: 
Insert, delete, copy, and move words and sentences 
Scan for a word or phrase 
Forms prompting 
Cc og Copy data base records into a document 


Text Management |!/Printing Options 
Some of the[Text Management Printing options include: 


Print a draft or final copy 

Print multiple copies 

Include data base fields with totaling options 
Include a Query or other report in the text 


[Text Management|] Primary Menu 
The [Text Management|Primary Menu provides these options: 


1. Create or revise a document 
2. Browse a document 

3. Print a document 

4. Fili in a form document 


Simply key in an option or press CF1 to exit|/ Text Management. 
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Tabs set 

at 5 spaces 
for entire 
document 





DOCUMENT FORMATTING 


Format of 
original document 


Entire 
document is 
double spaced 


Format of 
revised document 


Tabs set 
at 10 spaces : 
for entire 
document 


® Margin sizes 
@ Line spacing 


@ Paragraph indentation - 
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} 


This section 1s 
single 
spaced 


DOCUMENT FORMATTING 


Before 





After 





| @ Right alignment 


WP-36 


;  nathatianthdass maadidlh d-aslohensboth.s dr dnaihepaden bdhgiaditamdensadeinen lattes tadehniaindtdadahenh denrk PRE ROE rep ete r HE FEAL ir eel IgE TERPRt erate Y Aan Ce 


‘Sprite a gions fe PRT wy 


t 


REPETITIVE DOCUMENTS AND UNIQUE DATA 


@ Form documents 





November 19, 1983 









Mr. James Smith 
ABC Distribution Company 
1201 Wildwood Drive 

Rolling Meadows IL, 60008 


Dear|Mr. Smith, | 


Thank you for ordering the System/38 Text Management Software 


(5714-TX1) on) 11/10/83.) We know you and your staff at /|ABC Distribution 


Company will find many ways of using this software to your advantage. 





In order that you may be productive with this software when 
it arrives, IBM is offering a S/38 Text Management System 
Class at the Rolling Meadows Technical Education Center 
on 12/05/83. It may be to your benefit to come to this class 
or send someone on your staff. 


lf you are interested in this class, or would like to have a schedule of 


future classes, please contact Kim Wenzel at 981-4540 or call [BM 
Direct at 800-IBM-2468. 


Sincerely, 


C.P. Ward 
Branch Manager 
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FORM FIELDS 


.date 


NAME 

.CONAME 

ADDRES 

CITY OT .Z1P 





Dear .SNAME ? 


Thank you for ordering the System/38 Text Management Software 
(5714-TX1) on .ODATE. We know you and your staff at .CONAME 
Company will find many ways of using this software to your advantage. 


In order that you may be productive with this software when 
it arrives, IBM is offering a S$/38 Text Management System 
Class at the Rolling Meadows Technical Education Center 
on 12/05/83. It may be to your benefit to come to this class 
or send someone on your staff. 


lf you are interested in this class, or would like to have a schedule of 
future classes, please contact Kim Wenzel at 981-4540 or call IBM 
Direct at 800-IBM-2468. 


Sincerely, 


C.P. Ward 
Branch Manager 
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REPETITIVE DOCUMENTS AND UNIQUE DATA 


@ Data merge 










Sue Jones 
Names and amounts 


are different for 
each letter. 


John Brown 


Text is same for 
each letter. 





Merge text with data from a file 
that already exists on the System/38 
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FILE CONCEPTS 


A data base file 


AMOUNT 


“st ZIP 


CITY 








PHONE 
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Field 
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Hm 
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PERSONALIZED LETTERS FROM DATA BASE INFORMATION 









JAMES E. FARMER 6522 WINCHESTER PLACE MORT 
name address city 


uname 








.&address 







.&city 





&title 
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PERSONALIZED LETTERS FROM DATA BASE INFORMATION 


@ Data merge 


November 19, 1983 


Mir. James E. Farmer 

ABC Distribution Company 
6522 Winchester Place 
Mortenson Groves, MN 30211 


Dear Mr. Smith, 


Thank you for.ordering the System/38 Text Management Software 
(5714-TX1) on 11/10/83. We know you and your staff at ABC 
Distribution Company will find many ways of using this software to 
your advantage. 


In order that you may be productive with this software when 

it arrives, IBM is offering a S/38 Text Management System 2) 
Class at the Rolling Meadows Technical Education Center 

on 12/05/83. It may be to your benefit to come to this class 

or send someone on your staff. 


If you are interested in this class, or would like to have a schedule of 
future classes, please contact Kim Wenzel at 981-4540 or call IBM 
Direct at 800-IBM-2468. 


Sincerely, 





C.P. Ward 
Branch Manager 


: , 
See Wet Ryan ede 2 eet a Ta IR CE WARE ye A RAS me I GIB EDI ROAR Lg ae eee DE ry ee eS! 
ton LP Se RE 45 9 ek YAS Be AT ST yer Th gee: yt". 2A GE a Se bas Btw) DN tes ee te eS I ge PN ae Le ) 


WP-48 


DOCUMENT PRINTING 


@ Print options 


Number of copies 


First print line 


Headings 
- M 
we A 
R single 
G Spacing 
| 
N or 
S Doubie/Triple 
Pp : 
A Spacing 
C 
E 
=) 
Footings 


Last print line 
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PRINT CONTROL COMMANDS 


@ Commands that perform a function when 
placed in a document 


Example: 


Document prints 
Key this like this 







11/19/83 


Page 0001 
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PRINT CONTROL COMMANDS 


@ Can perform arithmetic functions 


Add a 
column of 


numbers 


Add a row 
of numbers 
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WORD PROCESSING CONCEPTS 


Sonmawy 
@ Many concepts and terms have been introduced 


@ These concepts and terms will be reviewed as we learn 
the System/38 Text Management System functions 
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WORD PROCESSING TERMS GLOSSARY 


addenda dictionary. Dictionary of terms or words unique to an 
organization. 


archive. To store documents on a medium such as tape or diskette. 


backup. Duplicate copy of documents, data, or programs; typically 
on diskette or magnetic tape. 


block function. To perform a function against a block of data (e.g. 
copy, delete, move). 


boilerplate. Standard phrases, paragraphs or documents that are 
used repetitively in other documents. 


boldface. Heavy-faced type 


change bar. A short vertical line (1) or other character indicating 
that a line of text has been changed. 


control command. Special phrase or sequence of characters 
embedded in text that tells software to perform a function. 


data base file. File of information stored on a computer system 
(e.g. payroll records). 


data merge. To combine variable data from a file with a shell 
document, the result being a final copy document. 
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WORD PROCESSING TERMS GLOSSARY (continued) 2 


font. The shape, style and size of type (e.g. gothic, courier, script). 
footer. Constant text printed at the bottom margin of a document. 


format. To arrange text with specific margins, spacing and 
indentations. 


form document. A standardized document which uses variable 
information to complete it (see shell document). 


global function. A function which occurs for the entire document 
(e.g. search for “IBM” and replace with “International Business 
Machines’). 


header. Constant text printed in the top margin of a document. 


hyphenation. Splitting a word between 2 lines with a punctuation 
mark (-). ? 


justify. To distribute additional spaces within lines of text so that 
each line is the same length. 


pagination. A system function that divides a document into pages. 
pitch. The number of characters on a line one inch long. 


proofread. To review and mark a document with corrections (e.g. 
check for spelling errors). - 





WP-65 


C’ 


WORD PROCESSING TERMS GLOSSARY (continued] 


proportional spacing. Spacing characters in proportion to their size. 
right align. The process of aligning lines of text at the right margin. 


scale line. A line on a display screen showing margins, tabs, center 
points and character positions. 


scroll. A technique used to move text up or down on the display 
screen. | 


shell document. A standard document using variable information to 
personalize or tailor it. 


spell check. A system function that finds and highlights spelling 
errors tO an operator. 


text editor. Software that manipulates text. 


widow line. A single line of a paragraph appearing on a different 
page from its related text. | 


window. A system function that allows an operator to view text 
wider than the display screen. 


word wrap. A word that starts at the end of one line and ends at 
the beginning of another (also known as unadjusted text). Most word 
processors will adjust the word onto one line. 
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USES 
| OF 
LINE COMMANDS 


To insert, copy, move, or delete an entire Line 
Cor block of Lines) 


To shift information ona line (Cor tines) 


To type any information that doesn’t conform tc 
any paragraph format (Ccotumns, short phrases) 


L-44,] 


ee 


* To 


x To 


to 


*x To 


.¥* To 


* To 


USES 
OF 
PARAGRAPHS 


change multiple paragraphs with one change 


copy and adjust information from one paragrapt 
another a 


combine two paragraphs Into one 
divide one paragraph into two or more 2 


easily type in and adjust multiple Lines of 


informatione 
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DiPrenenCes 
BETWEEN 
LINE AND PARAGRAPH MODES 


* Line commands only affect the Line they are on 
(Or a block of Lines)d 


* A paragraph adjustment automatically adjusts the 
entire paragraph 


* An unlimited amount of words can be added in 
, Rar eer Se mode 


w A Limited number of words can be added to a tine 
in Line mode 


x ALL words are separated by 1 Space in paragraph moc 
(2 spaces after a period or colon) 


* Any number of spaces are allowed 


in between words 
In Line mode : 
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SYSTEM/38 TEXT MANAGEMENT PRESENTS... 


THE 


H 


o2e2AS AN EASTER ALTERNATIVE TO YOUR 
WORK. PROCESSING NEES. 
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PRINT CONTROL COMMANDS 


Prime Control Commands pertorm Speer tic 
Print functions from within a document. 


ALL print control commands begin with a 
Period (6), and are not printed. 


iletea bea Low sre some: or the 
Print control commands: 
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sedate 
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im 
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~Sk xX 
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~&Name 


PUN TLEN 


Prints the date 

Prints the document/file/library 
Prints headings 

Prints the table of contents 
Iimbeds another document 

keep Lines on the same page 
numbers columns or pages 

StartS a new page 

Prints the current page number 
SKIP Lines at print time 

totals and cross-totals 

comment Line Cnot printed) 
Prints the contents of this field 
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HEADING FORMAT CHARACTERISTICS 















h6 
mage eject before iiTellale iN | yY | N | NIN ITN IN] 
Line spaces afterheading | 1 | 5 | 2 | 2 | 2 | 0 | 0 | 
|Heading underlined S| N | Y | Y | N | Y jy | Y | 
|Heading Capitalized | N | Y | Y | Y | N | ¥ | N | 
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9999 Cash Street 
Penniless, IL 60001 


Dear Mr. Rich 
Thank-you for answering the 
are excited to serve you as 
Sass Vrat dALad fram Now 


L.A 
Ne da>5 yu Vila 4 


Complete coverage available 


Li719/5S 


personally addressed mailing. We 


your new shce 


ATT VIALS Pa ~_ 
Un Your Sndves 


at this cost, 


to worry about uninsured shoe-shiners, or 


! 4 i 
HUCK IOSs.. Jake every stride 


Insurance, 


Insurance company. 
will have the most 
You no longer have 

stolen Laces and 


fh Cont idence wrth U-hesrst Sace 
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Enclosed are 19 forms which need to be filled out before we 
Can insure you completely. Please fill them out and send 
them back in the same box we sent them in as soon as 
Possible. Again, we are Looking forward to serving you In 
the coming years, do not hesitate to send those forms in NOW! 
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Sincerely yours, 


Jack Bo Nitole 
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CECEL. 955s A 
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C = AARAA 
C 59 A A 


ELELE: Sau5 A A J 


CHICAGO SOCIALITES ASSOCIATION 


TO: Perriann MettLlemann 
SUBJECT: New Course Meeting Scheduled 
DATES DETO5Er wily 19S5 


This is to let you know about the Social Development 
meeting on Thursday, October 31. It will be in Room 902 
at 1:30 p.m. Attendees are Julie Schilling, Greg 
Adams, Mary P, and hopefully, Connie Brandt, if she 3 
comes back in time. I am also meeting with Ron Tarka 
today, (Qctober 40, to discuss the material because he 
Will be busy at the scheduled meeting time tomorrow, 


Kimberlee Wenzel 
CSA Social Development 
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1,1 INTRODUCTION 


This sample document shows you how print control commands can be 
used {nN document creation. The sample document shows a document 
containing print control commands. Compare this to the printed form, 
Which shows the document after the commands have been executed, 


PRizoo 


1.2 PARTS OF A DOCUMENT 


1.2.1 JHE AUTOMATIC TABLE OF CONTENTS 


4 PS i 
TO%%- Nenegenen« nes Provicco olveasy Wer te Ger 2 TSE le -0F 


contents in your document. You just insert a table-of-contents 
Command (.tc) into the document where you want the table of contents 


to go. 


1.2.2 MAJOR CHAPTER HEADINGS 


Major chapter headings are located at the beginning of each 
chapter and you define them with an .-hO print control Command. 
These chapter headings are for the major subjects in your document. 
They are so important that they are capitalized and underlined, 

and each one begins on a new page, 
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1.2.3 MINOR HEADINGS 


There are up to five levels of additional headings within any 
document. Each one is set off by slightly different techniques 
to allow that Level to be identified. 


The first minor heading under a chapter heading is defined 
by an ,hi print control command in front of the heading. The heading 
IS capitalized when printed and is jncluded in the table of contents, 


AS you may have guessed, the five levels of minor headings are 
defined with the ,.hi through .hé print control commands. 


1.2.3.1 HEADING EXAMPLE J 


This shows you a third level heading. 
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REVIEW OF PRINT CONTROL COMMANDS 


Command paragraphs headings & footings 
es | ves 


.date 
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The Characteristics of a Form Document: 


User fills in tnput fields called FORM FIELDS 


Fach FORM FIELD can Have preassigqned attributes 
—- prompting information 

—- numeric tnput only 

—- underlining J 
= highLighting 


User works on a copy of the original 
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Cindy West Catalog Service Co. 
910 W. Decorah Rd. . "Guaranteed Satisfaction” 
West Bend, WI 53095 


Dear Ms. West 


- We were pleased to receive your order. A new catalog is enclosed 
for your future orders. May we have an opportunity to serve you again 
in the very near future. Your order as we received it was: 


re | 
ww ITEM NUMBER QUANTITY DESCRIPTION COST 
9001 12 Thinga-ma jigs 13479 

3026 19 thatcha-ma-callits 20.00 


Total 39.99 
Sincerely, 


Howard Davis, Pres, 
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Completed application Should Be Sent To. 

The Pudential Insurance Company 

P.O, Box 2000 - 
Parsippany, NJ 02154 


The plan provides coverage for reasonable and customary charges as 
determined by K and W Company in conjunction with 
Pudential. 

To Apply for Benefits 

1, Complete and sign application and send with original Supporting 
bills, 

2. Each bill must contain date of care, nature of condition or 
treatment and patient’s name. Bills for prescription drugs and 
other eligible supplies must show prescription number or full 
name of drug or supply and date of purchase, 


1. Employee’s Name(please print) Total Charges 


Fischer,Brian R. $150.00 
west! 
2, Other Medical Coverage Information’ Are any submitted charges 
eligible for medical benefits under any plan for which another 
group pays all or part of the cost? — Yes X No 


If yes, complete remainder of Section 2 on the back of this 
form. 


3, Medicare Eligibility! Is any individuel for whom charges are 
being submitted elibible for Medicare? — Yes X No 
If yes, please indicate the name(s) of the individual(s) 
incurring the expenses in the spaces below. 
etc ee a Sa 
ace i a te 


TD 


I certify that the statements in this application are correct 
and the attached bills are eligible for medical expenses 
incurred by myself or eligible members of my family. 


4 


=> 
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R Peabody 


344 Knoll Street 
Green Bay 







Dear Ms. Peabody, 









We were pleased 
is enclosed for yo 





to receive your order. A new catalog 


ur future orders. May we have an 
avtunity ta serve vou again in th 


e near future. 





RB Wilson 
2 Every Street 
Brampton 
D Mir. Wi 
AR RO? ane SW ear Mr. Wilson, 
t 
2. sysiphia We were pleased to receive your order. A new catalog 
phila is enclosed for your future orders. May we have an 
ear Mir. Roget>: opportunity to serve you again in the near future. 
( e 
o were ae. . futur Sincerely, 
ose 
pee ro serve ¥ B. J. Thomas 
pP 
sincerely: 


President 


oo 
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R Peabody 
344 Knoll Street 


Green Bay 


Dear Ms. Peabody, 





We were pleased to receive your order. A new catalog 
is enclosed for your future orders. May we have an 
actunity ta serve vou again in the near future. 






RB Wilson 
2 Every Street 
Brampton 


Dear Mr. Wilson, 


ar Rogers SW 


York Lan 
philadelph'? We were pleased to receive your order. A new catalog 
_ is enclosed for your future orders. May we have an 
( Dear Wir. Rog opportunity to serve you again in the near future. 
e 
pleased to ree ri Sincerel 
e ee 4 for our futu y, 
1g encioS e you 
ee y to S® B. J. Thomas 
President 
sincerely: ae 
y, Thome 
president 


TO: Perriann Mettlemann 
( ee, ae SUBJECT: Meeting Scheduled 
to: DATE! October 31, 1992 


This is to let you Know about the Social Development 
meeting on Thursday, October 31. It will be in Room 902 
at 1330 p.m. Attendees are Julie Schilling, Greg 
Adams, Mary P, and hopefully, Connie Brandt, if she 
comes back in time. I1 am also meeting with Ron Tarka 
today, October 30, to discuss the material because he 
will be busy at the scheduled meeting time tomorrow, 


Also, I have enclosed the updated material from our 
discussion on October 11,1982, 


Kimberlee Wenzel 
ASK Social Development 


Confidential 





You can permanently put headings or footings into your 
document. 
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TO UNDERLINE QR HIGHLIGHT A WORD IN 


A TEXT DOCUMENT, DO THE FOLLOWINGS: 


t Least ance te 


ee te 3 
hanges permanent. 


Make all 
>. Type ina "*u’’ for underline 
or a "h’ for HIghLIght 


in the space before the word. 


3- Type in either a "u’’ or a *h*? 
at the end of the word or 
ohrase. 


4, Press CFid4. 


gee UD awtl Le hag hive OM tA rem Chita Vane 


esse Tracie hu demarabine fret Abe Pash hgh 
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LAB EXERCISE 1 


S17 ep 4.. 


SIGN ON TO YOUR WORK STATION WITH THE PASSWORD: 
TET: (REPLACE THE X WITH YOUR TEAM NUMBER OR LETTER) 
PRESS ENTER, 


THE TEXT MANAGEMENT WORKSHOP MENU WILL APPEAR ON YOUR 
SCREEN 


TAKE OPTION 1 
PRESS ENTER 
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Step 2 


THIS IS THE PRIMARY MENU, 
SELECT OPTION 4, USING THE FOLLOWING INFORMATION: 


DOCUMENT: LABI 
Pikes TEATPILE 
LIBRARY: TEXTLIB 


TEXT PRIMARY MENU 


Select one of the following: 
1. Create or revise a document 
2» SHrowse a document 
3. Print a document 
4. Fill ina form document 


Options 4 


Name of the document when stored: 
Document (blank for a List of documents): LAB! 
File (blank for a list of files): TEXTFILE 
Library : TEXTLIS 


Within Text Management: 
Press HELP key to display help tert. 
Press CF1 key to exits 
Press CF2 key to back up to the previous display ina series. 


. CF&-Display messages 





PRESS ENTER, 
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TEXT Hei Pend: FORM 

Fats 1 sel os 1 2 
usec eaneaBEGINNINGeseaeanens 

0001.00 shame 
0002.00 eaddress 
6003.00 City/state 
0004.00 
0005.00 
6005.00 
0007.00 Dear .title 
0008.00 
0009 1 We are very pleased to have had you in our System/38 Tert Hanagement 
0010.00 Horkshop the week of .month/year You were an excellent 
0011.00 student in class and I am Sure that when you return to 
0012.00 eCcompany you will amaze your associates with your 
0013.00 new found talents. 
0014.00 
0015 1 During the time you were in class, you met others like yourself, who 
©016.00 had just aS auch to learn as you did. You have all worked hard and 
0017.00 successfully completed all required exercises. Listed below are the 
0018.00 names of the members of Team .# who should be highly commended for 

_ 0019.00 work well donee 
0020.00 





EACH TEAM MEMBER SHOULD TAKE A TURN TO PRACTISE USING 


ALL OF THE FOLLOWING KEYS: a 


DELETE/INSERT KEY 
POSITION CURSOR KEYS 


CHECK —— = , 
ROLL KEYS 
EACH 
FIELD ADVANCE KEY 
ONE OFF ——— 
FIELD BACKSPACE KEY 
AS YOU — 
BACKSPACE KEY 
COMPLETE = © 
FIELD EXIT KEY 
IT aaa ——- 


NEW LINE KEY 


PAGE - 4 


| Step 4; | 


WHEN YOU ARE FINISHED PRACTICING, PRESS THE CMD KEY AND 


RELEASE IT. PRESS THE 1 KEY (ON THE TOP ROW OF NUMBERS) 


TOMEKT La 


Stee os | | 


CHANGE THE “EXIT FROM EDIT” DISPLAY, SO THAT IT LOOKS 


LIKE THE FOLLOWING PICTURE: 


TEXT EXIT FROH EDIT 


Exit Editor — Return to Primary Menu (YN): 
Edit another new fora (Y ND: 
Create document named below (YN): 
Print document without formatting (Y ND: 


Document name? LAB! 
Fite containing document: TEXTFILE 
Library containing file: TEXTLIB 


Description: 


Resequence document by line number » CY NY? 
Resequence document by Calculating page/line (YN)? 


*eees YOU HAVE SUCCESSFULLY COMPLETED LAB 1! 
Goop JoB! 


PAGE - 5 





PRESS ENTER, 


HHH 


Silo eMy Se 
TEXT MANAGEMENT WORKSHOP 


LAB EXERCISE 2 
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LAB EXERCISE 2 


Step 13 


SIGN ON TO YOUR WORK STATION WITH THE PASSWORD: 


TEXT, (REPLACE THE X WITH YOUR TEAM NUMBER OR LETTER) 


PRESS ENTER, 
THE TEXT MANAGEMENT MENU WILL APPEAR ON YOUR SCREEN 


TAKE OPTION 1 


PREsS ENTER 
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Step 2: | 


CREATE A TEXT FILE TO HOLD THE DOCUMENTS YOU CREATE, 
USE OPTION 1 OF THE PRIMARY MENU TO CREATE THE FILE 






AND MAKE THE FILE 132 CHARACTERS WIDE. 

(HINT: USE CF4 FOR EXTENDED FILE DEFINITION.) 
NAME YOUR TEXT FILE TEXTFILEy AND PUT IT IN THE EXISTING 
LIBRARY, TEXTLIBy (REPLACE THE X‘S WITH YOUR TEAM NUMBER 
OR LETTER). 

FLEE: TEXTFILEx 
LIBRARY: TEXTLIBy 


TEXT PRIMARY MENU 


Select one of the following; 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fill ina form document 


Options a 


Name of the document when stored! 
Document (blank for a List of documents): 


File (blank for a List of fites): TEXTFILEX 
Library : JEXTLISX 


Within Text Management? 
Press HELP key to display help tert. 
Press CFl key to exit. 
Press CF2 key to back up to the previous display In a series. 


CF&é~-Display sessages 
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CREATE A DOCUMENT AND PUT IT IN THE NEW FILE YOU 


JUST CREATED. NAME THE DOCUMENT “NAMEADDR” , 


TYPE THE FOLLOWING ABOUT EACH TEAM MEMBER, JUST LIKE IN 


THE EXAMPLE 
BLANK LINE, 


TEXT 


0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0004.00 
0007.00 
0003.00 
0009.00 
0010.00 
0011.00 
0012.00 
* 0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0017.00 
0020.09 


ON THIS PAGE. SEPARATE EACH GROUP WITH A 


NAME 
ADDRESS 
CITY, STATE ZIP CODE 


HeeeHEMERABEGINNING Ree Rae 
Joseph P. Blast 
9990 Hinchester Circle 
Schantorte, IL 68354 


Johnny Mathis 
525 Slalom Street 
Schamtorte, IL 69001 
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Step 4: 


CREATE ANOTHER DOCUMENT AND PUT IT IN YOUR FILE, NAME THE 
DOCUMENT “SUPPLIES”, AND MAKE IT LOOK LIKE THE DOCUMENT ON THE 
FOLLOWING PAGE, 


WHILE YOU ARE TYPING THE INFORMATION IN, USE THE FOLLOWING 
LINE COMMANDS AND CHECK THEM OFF AS YOU USE THEM: 


INSERT 

0) ea 

COPY (REMEMBER THE TARGET COMMAND) 
MOVE (REMEMBER THE TARGET COMMAND) 
ph 

WINDOW 

SHIFT LEFT OR RIGHT 

CENTER 
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THE EXAMPLE FOR STEP 4, 


The Johnson Supply Coe Lid 


15004 Main Street 
Rolling Meadows, IL 60008 


Tear Sir, 


At the present time, we are making plans for next year’s suppliew. in 
examining our stock, we have discovered shortages ina the items Listed 


be lowe 


Flease notify us a5 svon as possibte whether you can supply us with 


these items in the quantities we need, and advise us when we can expect 


delivery. 


Quantity Item 
10 Fencils 
20 Fens 
30 Tablets 
40 Erasers 
DO Ink Flottles 
Yours truly, 
C. kha nat - 


Pyro ject Manager 
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Step 531] 


REVISE THE DOCUMENT, “SUPPLIES” USING THE FOLLOWING 


DIAGRAM; 


date 


The Johnson Supply Coe Ltd 
15004 Main Street 
Rolling Meadows, Il. 60008 


Lear Gir? me. ThomPsen 


At the present time, we are making plans for next year’s supplies. In 
examining our stock, we have discovered shortages in the items Listed 


belowe aHe 


. ‘ 
Flease notify us a5 svon as possible whether you can supply us with fou 
items in the quantities we need, and advise us when we.can expect 


delivery. 


pe 


eee a et Item ZR? 


10 Fencits eur 


oe 20 Fens 
30 Tablets WS 






40 Erasers 
SO Ink Hottles 






Yours truly, 


Ce. Hrandt 
Pyrvo sect Manager 
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Sten 6% 


REVISE THE DOCUMENT, “NAMEADDR” TO INCLUDE THE 
PERSON'S TITLE IN EVERY GROUP, EACH GROUP OF 
SHOULD NOW CONTAIN THE FOLLOWING: 

NAME 

ADDRESS 

CITY, STATE ZIP CODE 

payee 


Step 73 


PRINT THE LIST OF DOCUMENTS IN YOUR FILE, 
(HINT: USE CF16) 


tt tt tt tt tt 


##### YOU HAVE SUCCESSFULLY COMPLETED LAB 2! 


GooD JoB! 
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TEXT MANAGEMENT WORKSHOP 
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LAB EXERCISE 3 J 


Step 1; 


SIGN ON TO YOUR WORK STATION WITH THE PASSWORD: 


TEXT, (REPLACE THE X WITH YOUR TEAM NUMBER OR LETTER) 


PRESS ENTER, 


THE TEXT MANAGEMENT WORKSHOP MENU WILL APPEAR ON YOUR See 
TAKE OPTION 1 


PRESS ENTER 
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REVISE YOUR DOCUMENT NAMED “SUPPLIES”, 


PUT ALL THE PARAGRAPHS INTO A PARAGRAPH FORMAT, 
CHANGE THE LEFT MARGIN TO 12 AND THE RIGHT MARGIN TO 68, 
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Step 33 


CREATE A NEW DOCUMENT AND NAME IT, “HOWTOMEMO”, 
MAKE IT LOOK LIKE THE DOCUMENT ON THE FOLLOWING PAGE, 
BUT ADD THIS FINAL PARAGRAPH AT THE END: 


If you have any problems, consult the printer manual 
Located next to the printer, or find me and I will fix 
it. Good Luck! 


PUT BOTH THE PARAGRAPHS AND THE STEPS INTO A PARAGRAPH 
FORMAT THAT YOU CREATE, . 


(HINT: You WILL NEED TWO DIFFERENT FORMATS. REMEMBER, 
YOU CAN USE NEGATIVE MARGINS!) 
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THE EXAMPLE FOR STEP 3. 


TO? Ronald Keager 
SUBJECT How to Start the IBM 5224 Line Frinter 
DATE $ October 25, 1°83 


This is to Let you know how to start up the IBM 5224 
Printer in case you are the first person that needs to 
use it in the morninge 


Here are the four easy steps that you should follows: 


Flip the Frower-On switch up to the On position. 
wy Wait a few minutes until the warning beep is hearde 
Fress the Reset and then the Ready buitons. 


Print your document using the easy-to-use System/38 
Text Management Fackage. 


If you have any protlems, consult the printer manual 
Located next to the printer, or find me and I will fix 
it. Good Luck] 


Kimberlee Wenzel 
ASC Instructor 
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MAKE THE INDICATED REVISIONS ON YOUR DOCUMENT “HOWTOMEMO”, 
TRY TO MAKE EACH REVISION USING THE CF KEYS THAT WERE 
DISCUSSED IN CLASS, 


ADAALS 
Gere 


TO3 : ue 0) é 
SUBJECT? How to Start the IBM 5224 Lire Frinter 
+ - oe 4 * 


DATE! 
Fo put on tr lage ate 


This is to let you know how to start up the tet needa aE ae 
Printer in case you are the first person 
use It in the mornings 


Here are the four easy steps that you should follow: 


ma 
U J 
1. Flip the Fower-On switch He to the On positione : 


2, Wait «a few minutes until the warning beep i3 heerd,. 


3. Fress the Reset and then the Ready bultonse: 


A. Frint your document using the easy-to-use Systen/33 
Text Management Fackaga. 


so* fy 
46" = uv 
If you heave any prpblems, consult ie Oui aces Manual 
_ located next to tho printer, or find me and I with fix 
it. Good luck? 
PAN 
a! 


\ Kimbertee Wenzel 
: ASC Instructor 


CHANGE THE LEFT MARGIN TO 15 AND THE RIGHT MARGIN TO 50, a 
Do YOUR STEPS STILL INDENT LIKE THEY SHOULD? 
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CREATE ANOTHER DOCUMENT AND NAME IT “OUTLINE”. 

IN OUTLINE FORM, DESCRIBE THE STEPS INVOLVED IN A 
PROCEDURE THAT YOU KNOW VERY WELL. (KEEP IT SIMPLE.) 
LISTED BELOW ARE SOME TOPIC EXAMPLES THAT YOU MAY 


CHOOSE FROM, OTHERWISE, THINK OF ONE OF YOUR OWN, 


| 
FILING A DOCUMENT 


BALANCING YOUR CHECKBOOK 
PREPARING A MEAL FOR GUESTS 
STARTING UP A S/38 COMPUTER 
GETTING READY FOR WORK 


PERSUADING YOUR CHILD TO CLEAN THEIR BEDROOM 
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CREATE ANOTHER DOCUMENT AND NAME IT “QOHMEMO”, 
MAKE IT LOOK LIKE THE FOLLOWING EXAMPLE: 


KKK KAKA HK AHH K KKK KKK KH 
KKK KKK KKK KKK KKKKKKKKKXKK KK XK 
XKKXAKXKAXKKK KKK KAKKKAKAKKKXAKAKK 1LOA24/B83 


Tear XXXXXXXXXXKKXKXKXXXKXKXX 8 


Flease check the quantity on hand for the following sup&Xlies and 
determine if we have received any of these supplies yete This_is 
the first review of the new ordering procedure and your parsonal 
attention would be appreciated. 


Item Number TDesaeription Quantity on Hand 
XXxXxX XXXKNXXKXKKKXKNKKK KX XXXXXX 
XXXX MKKANKKKKK KN MOK KKK X KXKKKXKX 
XXX MKMMKAKKK KKK KK KKM KKK KXKKKKX 
XXXX MRK KAKXKKKRKKKXKKMKX KK XRKKKKX 


Sincerely, 


J E Mathis, LTlirector of Furchassing 
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‘Se Step 73 





PRINT THE LIST OF DOCUMENTS IN YOUR FILE, 


we ####* VOU HAVE SUCCESSFULLY COMPLETED LAB 3! ***** 


GOOD JOB! 
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TEXT MANAGEMENT WORKSHOP 


LAB EXERCISE 4 
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LAB EXERCISE 4 


Step 13 


SIGN ON TO YOUR WORK STATION WITH THE PASSWORD: 


TEXT, (REPLACE THE X WITH YOUR TEAM NUMBER OR LETTER) 


PRESS ENTER, 


THE TEXT MANAGEMENT WORKSHOP MENU WILL APPEAR ON YOUR SCREEN 
TAKE OPTION I 


PRESS ENTER 
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REVISE THE DOCUMENT NAMED “QUTLINE"”, 

USE THE FOLLOWING PRINT CONTROL COMMANDS 

IN YOUR DOCUMENT AND THEN PRINT THE DOCUMENT 
USING OPTION 3 ON THE PRIMARY MENU. 


os, HEE 
—... #DOCID 
__.., #HU ... GHD sO 
— sHL HA 
ue HHS a 
LIM 


KP ON/,KP OFF 

iN 

/PA 

PN 

SK X 

»TOT/.XTOT (OPTIONAL) 


+ 


NOTE: TO USE THE IMBED PRINT CONTROL COMMAND, YOU 
MAY WANT TO CREATE A “QUICK” LETTERHEAD IN A SEPARATE 
DOCUMENT, USE THE IMBED COMMAND TO PRINT YOUR LETTERHEAD 


AT THE TOP OF YOUR OUTLINE, 
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ws 


USE OPTION 3 ON THE PRIMARY MENU TO PRINT 


THE FOLLOWING DOCUMENTS: 


.._., SUPPETES 
______ HOWTOMEMO 
QOHMEMO (OPTIONAL) 


WHEN PRINTING THE PREVIOUSLY LISTED DOCUMENTS, 


USE THE FOLLOWING PRINT OPTIONS: 


PRINTING DEVICE OPTIONS 

PAGE HEADINGS AND FOOTINGS 

DATA FILES THAT CONTROL PRINTING (OPTIONAL) 
_____ DRAFT COPY OPTIONS 


NUMBER OF COPIES 


TURN TO THE NEXT PAGE FOR A “PRINT OPTION” HINT... 
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a ne en Sm te es nie wo a ch rs aie we 


Ge STEP 3 CONTINUED | J 


TEXT PRINT OPTIONS 
Documents STDLET Files EXAMPLE Library: 
Enter temporary changes: 


Display/change 
Printing device options (Y N)3 
Page headings and footings (Y N)$ 
Data files that control printing (Y N)3 
Draft copy options (Y N)e 


Priat conirs 
Printer device type: #SYSPRT 
Printer file name (btank for a List): GSYSFRT 
Librery: *LIBL 
Nusber of copies: ch 
Print pages 
From: 
To: 
Non-print character: 
Job description nama: 
Library: 





Fee## VOU HAVE SUCCESSFULLY COMPLETED LAB 4 ****# 





GOOD JOB! 
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- SYSTEM/38 
TEXT MANAGEMENT WORKSHOP 


LAS EXEREISe. 2 
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LAB EXERCISE 5 


Step 1% 


SIGN ON TO YOUR WORK STATION WITH THE PASSWORD: 


TEXT, (REPLACE THE X WITH YOUR TEAM NUMBER OR LETTER) 


PRESS ENTER. 


THE TEXT MANAGEMENT WORKSHOP MENU WILL APPEAR ON YOUR SCREEN 
TAKE OPTION 1 


PRESS ENTER 
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CREATE A NEW DOCUMENT AND NAME IT “DBSUPPLY”, 
USING THE SERVICES MENU, COPY THE DOCUMENT, “SUPPLIES” 


INTO YOUR NEW DOCUMENT. 


USING THE DOCUMENT, “NAMEADDR”, AS REFERENCE, TYPE IN 
ONE OF THE NAMES INTO THE NAME/ADDRESS LINES AS SHOWN BELOW, 


TEXT Hil 


eeneeaeeeen EE GINNINGeeeeeanaae 
0001.00 The Johnson Supply Co. Ltd 
0002.00 15606 Main Street 
0003.00 Rolling Meadows, IL &0008 
0004.00 
0005.00 Dear Mr. Thomason, 
0006.00 ‘ 
0007 1 At the present time, we are making plans for next year’s supplies. In 
0008.00 axsaining our stcck, wa have discovered shortages in the items listed 
0009.00 below. 


Browse: NAMEADCR 
#eaaamama abl GINNING ii a oie itt ae 

0001.00 Joseph P. Blast 
0002.00 9090 Hinchester Circle 
0003.00 Schamtorte, IL 68354 
0004.00 
0005.00 John E. Mathis 
0006.00 525 Marlboro Street — 
0007.00 Schantorte, IL 49334 
0008.00 





STEP 2 IS CONTINUED ON THE NEXT PAGE... 
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STEP 2 CONTINUED 


DELETE THE TWO COLUMNS LISTING QUANTITY ON HAND AND ITEM. 
IN PLACE OF THOSE TWO COLUMNS, WE ARE GOING TO PUT DATA 
FROM THE DATA BASE FILE, ITEM IN THE LIBRARY, QTXT, 

FILL IN THE SERVICES MENU AS INDICATED IN THE FOLLOWING 
DIAGRAM (THE OPTION NUMBER IS UP TO YOU TO FILL IN), 


TEXT SERVICES MENU 


Select one of the following: 
"4. Display/change scan/subst! tute options 
» Display current document in printed format on split display 
« Display another document on split display 
« Copy another document to edit display 
» Display fields from data base member on split display 
« Copy fields from data base member to edit display 
« Display/change list of data files that control printing 
« Display/change print options 


Options 


Document/member: ITEH Fite: ITEM Library: QTXT 


CFé-Display messages 





WHEN YOU GET TO THE FIELD SELECTION DISPLAY, SELECT 
THE DESCRIPTION OF THE ITEM (DESCR) AND THE QUANTITY 


ON HAND (QTYOH) FIELDS. 


WHEN YOU GET TO THE RECORD SELECTION TEST DISPLAY, 
SELECT ONLY THE RECORDS WITH THE QUANTITY ON HAND (QTYOH) 
LESS THAN (LI) 30, 


STEP 2 IS CONTINUED ON THE NEXT PAGE... 
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STEP 2 CONTINUED 
ONCE THE DATA HAS BEEN COPIED INTO YOUR DOCUMENT, YOU MAY 
NEED TO MOVE IT AROUND TO MAKE THE DOCUMENT LOOK NICE. 


WHEN FINISHED, YOU DOCUMENT SHOULD LOOK SIMILAR TO THE 
FOLLOWING PRINTED DOCUMENT: 


The Johnson Supply Coe Ltd 


15006 Main Street 12/05/83 
Rolling Meadows, IL 60008 


Dear Mre Thompsoane 


At the present timer we are making plans for next year’s suppliese In 
examining our stocky we have discovered shortages in the items listed 
bel owe : 


Please notify us as soon as possible whether you can supply us with the 
following items in the quantities we needs and advise us when we can 
expect deliverye 


QUANTITY ITEM OESCRIPTION 


Hacksaw = 8 inch 

" Paint - white (gal) 
Paint - blue (gal) 
Paint ~ red (gal) 
Paint - green (gal) 
Decorator hinges black 
Oecorator hinges silver 


Yours trulys 


Ce Brandt 
Project Manager 
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CREATE A NEW DOCUMENT AND NAME IT “FORM”, 
IF YOU DID THE OPTIONAL STEP IN LAB 35 AND CREATED 
THE DOCUMENT, “QOHMEMO"”, COPY THAT DOCUMENT INTO YOUR 


NEW DOCUMENT TO REVISE IT, 


IF YOU DID NOT DO THE OPTIONAL STEP IN LAB 3 (STEP 6), 
COPY THE DOCUMENT “QOHMEMO” FROM THE FILE “TEXTFILE” 
IN LIBRARY “TEXTLIB” INTO YOUR NEW DOCUMENT TO REVISE IT, 


CREATE A FORM DOCUMENT. EACH GROUP OF X‘S SHOULD BE 


A FORM FIELD WITH A “PROMPT WORD” DISPLAYED. 


TEXT 


HHEHRRREREBEGTINNING 00 ea ea 
6003.00 nacre 
0004.00 .company 
6005.00 dept 
0006.00 
6007.00 Dear .title 
0008.00 
6009 2 Please check the quantity on hand for the following supplies ‘and 
0010.00 determine If we hava received any of these supplies yet. This is 
0011.00 the first review of the new ordering procedure and your personal 
0012.00 attention would be appreciated, 
6013.00 
0014.00 Item Number Description Quantity on Hand 
6015.00 eit »desc 
0015.01 eitm »deSC 
0015.02 . desc 
$015.63 vi ' desc 
0019.00 
0020.00 Sincerely, 
0021.00 
0022.00 JE Mathis, Director of Purchasing 
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Step 4. 


FILL IN THE FORM DOCUMENT, “FORM”, WHICH WAS CREATED 
IN STEP 3 AND PRINT IT USING CF15, 
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CREATE A NEW DOCUMENT AND NAME IT “MERGE”, 


IF YOU DID THE OPTIONAL STEP (STEP 6) IN LAB 3 
AND CREATED THE DOCUMENT, “QOHMEMO”, COPY THAT 


DOCUMENT INTO YOUR NEW DOCUMENT TO REVISE IT. 


IF YOU DID NOT DO THE OPTIONAL STEP (STEP 6) IN LAB 3, 


COPY THE DOCUMENT “QOHMEMO” FROM THE FILE “TEXTFILE” 
IN LIBRARY “TEXTLIB” INTO YOUR NEW DOCUMENT TO REVISE IT, 


REPLACE THE TOP THREE LINES (THE NAMES AND ADDRESSES, ETC.) 
WITH THE DATA BASE FILE FIELD NAMES FROM THE FILE “ACCOUNT” 


LIKE THE FOLLOWING EXAMPLE: 


TEXT Hil Document: MERGE ~ Scant 
Fante 2 (Coos vee 1 eee 08 I, 2 oan see 3 Ce ooe 4 eee cee 3 ose oes 6 aoedeue 7 
wean eH BEGINN ING a ata eee ee . 
0001.00 .&NAHE 
6002.00 Supply Coordination 
a: ee 6 00 ADEPT edate 






“F 0006.00 

0007 2 Please check the quantity on hand for the following supplies and 

0008.00 deternine if we have received any of these supplies yet. This is 
0009.00 the first review of the new ordering procedure and your personal 

0010.00 attention would be appreciated, 


0011.00 , 

0012.00 Item Number Description Quantity on Hand 
0013.00 eSITHNBR ; »ADESCR SQTYOH 
0014.00 

0015.00 Sincerely, 

0016.00 


0017.00 J E Mathis, Director of Purchasing 


SUNK OREEHEMRHEND EHR EE RRR 


STEP 5 IS CONTINUED ON THE NEXT PAGE.ss 
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STEP 5 CONTINUED 


REPLACE THE COLUMNS OF X‘S IN THE MIDDLE OF THE DOCUMENT 


WITH THE DATA BASE FILE FIELD NAMES FROM THE FILE “ITE” 


LIKE THE FOLLOWING EXAMPLE: 





TEXT Ril Document: MERGE 
; | 


2 
RURRRBEHERBEGINNINGS HARSH ED 
6601.00 »&NANE 
6602.00 Supply Coordination 
0003.00 ,&0EPT 
6004.06 
6005.00 Dear .&TITLE 
6006.00 
6007 2 Please check the quantity on hand for the following supplies and 
0009.00 detaraine if we have received any of these supplies yet. This is 
0009.00 the first review of tha new ordering procedure and your personal 
0010.00 attention would be appreciated. 
0011.00 
0012.00 Item Number Description Quantity on Hand 
0013.00 eSITHNBR »ADESCR »SQTYCH 
0014.00 
0015.00 Sincerely, 
0016.00 
0017.00 J E Mathis, Director of Purchasing 
BRRAMRRRAREREEND ARERR EER REED 


PRINT MULTIPLE COPIES OF THE DOCUMENT, ONE FOR EACH NAME 
IN THE “ACCOUNT” FILE. 


HINT: 


ONCE YOU HAVE PUT THE DATA BASE FILE FIELD NAMES 
INTO THE DOCUMENT, YOU CAN EITHER USE THE SERVICES 
MENU TO MERGE THE DATA, OR MERGE THE DATA AT PRINT 
TIME (OPTION 3 OF THE PRIMARY MENU), 


STEP 5 IS CONTINUED ON THE NEXT PAGE... 
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STEP 5 CONTINUED 


HERE IS SOME EXTRA INFORMATION ABOUT THE DATA BASE FILES: 


THE “ITEM” FILE: 


DOCUMENT/MEMBER: ITEM 
FILE: ITEM 
LIBRARY: QOTXT 


GooD Luck! 
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THE “ACCOUNT” FILE: 


DOCUMENT/MEMBER: 
FILE: 
LIBRARY: 


ACCOUNT 
ACCOUNT 
QTAT 


) 
as 
rm 
“OU 
‘> 





CREATE A PERMANENT USER DICTIONARY, 
CALL THIS DICTIONARY IBMDCTX (WHERE X IS YOUR TEAM #) 
YOU FIRST NEED TO CREATE YOUR SOURCE DICTIONARY. INCLUDE THE 
FOLLOWING WORDS, YOUR NAME, AND ANY OTHER WORDS YOU WCLLD LIKE 
TO PRACTICE WITH, 
NMD SWEENEY MARCUS NON-PROGRAMMERS 
BSCA CPF IDU QTXT 


YOU CAN USE OPTION 1 OFF OF THE PRIMARY MENU, 


WHEN YOU HAVE FINISHED THE SOURCE DOCUMENT, YOU NEED TO 
CREATE YOUR DICTIONARY. YOU CAN USE OPTION 2 OFF OF THE TEXT 
MANAGEMENT WORKSEKOP MENU To CREATE A SPELLING AID DICTIONARY, 
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CREATE A DOCUMENT THAT LOOKS LIKE THE ONE ON THE FOLLOWING 
PAGE. 
PLEASE INSERT YOUR NAME AS ONE OF THE PEOPLE ENROLLING 
IN THE EDUCATION COURSES, 


WHILE ENTERING THE DOCUMENT MAKE SOME TYPOGRAPHICAL 


ERRORS, a 


AFTER THE DOCUMENT HAS BEEN KEYED IN , BEFORE ENDING THE 

DOCUMENT USE THE SPELL CHECK FUNCTION OF TEXT MANAGEMENT 

TO CORRECT ANY ERRORS .YOU MAY HAVE MADE WHILE KEYING, 
NOTE*** DON’T FORGET TO ADD YOUR NEWLY CREATED DICTIONARY TO 

THE LIST OF DICTIONARIES TO BE SEARCHED FOR THIS DOCUMENT, 


ANY WORDS THAT ARE NOT IN EITHER THE IBM SUPPLIED 
DICTIONARY OR YOUR DICTIONARY SHOULD BE ADDED TO THE 


TEMPORARY DICTIONARY THAT IS STORED WITH THE DOCUMENT. 


WHEN THERE ARE NO MISPELLINGS IN THE DOCUMENT PROCEED TO STEP 8, » 
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C 


June 1991984 


Mre Michael Jones 

IBM 

One I8M Plaza 

9th Floor NMD 

Chicaqoy Illinois 60611 


Dear Mre Jones 


I just received the Customer education Schedule that 
you sent to mee After reviewing it I have decided to 
enroll some of my personnel in clasSe TI have listed tha 
people and the classeSe I would appreciate if you would 
enroll tnem in the classes for the dates that [ have 
listede If the classes on the dates I have listed are 
already full olease enroll in the first available class 
datee 


The following people need to be enrollede 
Julia Smith 
Marcus Allen 
Jim Sweeney 


The classes and their dates that I would like my peoole 
to be enrolled in are: 


S/33 DFU/QUERY for Non-Programmers 53/22 
S/38 Text Management Workshop LO/ol 
$/33 ®SCA Implementation 05/28 


I will be waiting for confirmation on the above class 
enrollmentse Thank-You for your help in this inattere 


Sincerelyy 


Susan Wilson 
Nata-Processinag Man3aer 
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PRINT THE LIST OF DOCUMENTS IN YOUR FILE, 


mateo VOUNHAVE. SUCCESSFULLY COMPLETED. “THE COURSE, ===" 
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Ab sul ONS FOr EXERCISE 


Step 23 | 


TYPE IN OPTION l. 


TEXT PRINARY MENU 


Select one of the followings 
1, Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fill ina form docuaent 


Option; 1 


Name of the document when Stored: 
Docurent (blank for a list of documents): 
Fite (blank for a list of. files); TEXTFILE2 
Library ; TEXTLI82 





Hithin. Text Management: 
Press HELP key to display help tert. .. 
Press CF1 key to exit. 
Press CF2 key to back up to the previous display ina series. 


CFé-Dispiay messages 


LEAVE THE DOCUMENT NAME BLANK, 
~ TYPE IN THE NAME OF THE FILE. 


TYPE IN THE NAME OF THE LIBRARY (WHICH HAS ALREADY BEEN CREATED), 


SECTION 7 - 2 


BIS 


KG TEXT PRIMARY MENU J 


Select one of the folttowing: 
1. Create or revise a docunent 
2, Browse a document 
3, Print a document 
4, Fill ina form document 


Option: a 


Name of the document when stored: 
Document (blank for a list of documents): 
Fite (blank for a list of files): TESTETLE 2 
Library : TEXTLIB? 


Hithin Text Management: 
Press HELP key ta display hetp text. 
Press CFL key to exit. 
Press CF2 key to back up to the previous display ina series. 


CF4-Display messages 
File TEXTFILE2.TEXTLIB2 does not exist. Press ENTER to create. € 





NOTICE THE MESSAGE. PRESS ENTER TO CREATE THE FILE. 


TEXT CREATE TEXT FILE 
Library: TEXTLIB2 


Enter the following for the new file: 
Fite nane: TEXTFILE? 
File description: Team 2 Text file 


Allow others to read and erint documents in this file (YNO OY 
Allow others to change documents in this file (Y Ne N 


CF2 - Return CF4 - Prompt for additional command parameters 





TYPE IN A DESCRIPTION OF YOUR TEXT FILE ON THE LINE PROVIDED, 





SELECT THE SECURITY OPTIONS THAT YOU WANT, » 
ae DO NOT PRESS ENTER! Press CF4, 


SECTION 7 - 3 


= Create Source Physical File (CRISRCPF) Prompt 
¢ ms : Enter the following; ‘ 
X Source file name: FILE TEXTFILE2? 


Likrary name: 
Record tenjgth (13 or more): RCCLEH 
Hember name, if desired? HBR 
Expiration date for member: EXPDATE sHCRE 
Martmun nusser of agebers: HAXNSRS vryaay 
Access path type: ACCPTH »APRIVAL 
Access path maintenance; NATNT 
Access path recovery: RECOVER 
Force keyed access path; FRCACCPTH 
Member size: ' SIZE 

Initial number of records: 

Increment number of records! 

Maximum number of increments! 3 
Allocate storage (#HO #YES); ALLOCATE aH 
Contiguous storage? CONTIG eNO 
Preferred storage unit(Ol-14): UNIT #ANY 
Nbr of rcds to force a write: FRCRATIO HONE 
Max file wait in sec: WAITFILE 
Max record wait in sec! HAITRCD 
Share open data path? SHARE 





TYPE 144 ON THE LINE NEXT TO RCDLEN (132 + 12 CONTROL CHARACTERS), 
Press ENTER. | 


Create Source Physical File (CRISRCPF) Prompt 


Max % deleted records allowed: OLTPCT HHONE 
Public authority PUBAUT 
POC 
Text ‘description’: TEXT 'Team 2 Text Hanagement File’ 


C: Press ENTER AGAIN. 


SECTION 7 - ¥ 


519 


ME SES SI 


1 
61S oon ar 
a. a 


TO CREATE A DOCUMENT: 


PRIMARY MEN 


Select one of the following: 
1, Create or revise a document 
2. Browse a document 
3. Print a document 
4, Fill ina form document 


Options }§. 


Name of the document when stored: APUG ee 
Document (blank for a list of documents): NAHEADOR 
File (blank for a list of files): TEXIFILE2 
Library ¢ TEXTLIB2 


Hithin Tert Hanagement! 
Press HELP key to display help tert. 
Press CFl key to erit. 
Press CF2 key to back up to the previous display in a series. 


CFé-Display messages 





TYPE 1 IN THE OPTION, 2 
TYPE NAMEADDR ON THE DOCUMENT NAME LINE. 
PRESS ENTER. 


AdpatonanaaerE tl Deeseenennedes 


Document NANEADDR added to file TEXTFILE2. TEXTILIB2 





A 


N= THE LINES DISPLAYED ARE TEMPORARY ONLY, IF SOMETHING IS TYPED ON THEM 
THEY WILL REMAIN, OTHERWISE THEY WILL DISAPPEAR. 


SECTION 7 - 5 


fo TEXT Hel Document: MAMEADOR Scan. OS 
aaa Fanti 1 eae eee ( eee Te ae poe 6 eer °C. 4 oe, ase 2D) eae Pee =: aah Mee oT 
a SHMTHPUROUBEGTHNINGaeteeeenae 


veveses Joseph P, Blast 
eovevee 7090 Hinchester Circle 
seeeoes Schamtorte, IL 48254 
seveees Johnny Mathis 

seeeees Jad Slalom Street 
oeneres Schamtorte, IL 600001 
eeteoeae 

@eas@eeon 


eeaeees 
BONE ROHOHHHEREND CURR e eee 


Document NAMEADDR added to file TEXTFILE2.TEXTLIB2,. 


TYPE IN THE INFORMATION ABOUT EACH TEAM MEMBER AS SHOWN, 
PRESS. ENTER. PRESS CF1 TO EXIT. 


THIS IS THE EXIT MENU. 


TEXT EXIT FROM EUIT 


Exit Editor - Return to Primary Nenu (Yue ¥ 
Update document named below (Yue 
Create document named below (YoMde te 
Print document without formatting (Yous 


Document names HAMEADDR 
File containing document: TEXTRILE? 
Library containing files TEXTLI82 


Descriptions Name and Address docurent—-Tesn 2 


Resequence document by {tine nusber (Yous ¥ 


Resequence document by calculating page/line (Yue MH 





TYPE IN A DESCRIPTION OF THE DOCUMENT IN THE SPACE PROVIDED. ‘ 
x 


PRESS ENTER. 519 


Y ‘ i‘ s 
Bee 


SECTION 7 - 6 


61S 


3 


Step * 


PRIMARY HENU 


Select one of the following: 
1. Create or revise a document 
2. Browse a document 
3, Print a document 
4. Fill ina form documant 


Option. 1 


Name of the document when Stored: 
Document (blank for a tist of documents): SUPPLIES 
File (blank for a list of files): TEXTFILE2 
Library : TEXTLIB2 


Hithin Text Management’ 
Press HELP key to display help text. 
Press CFI key to exit. 
Press CF2 key to back up to the previous display in a Series. 


CF&-Disolay messages 





TYPE 1 FOR THE OPTION, | 
TYPE SUPPLIES FOR THE NAME OF THE DOCUMENT. 


MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT. 
PRESS ENTER, 


SECTION 7 - 7 





ase 





EU SSE PEEL SEC IASOC EERE SELEEE SO | 


Document SUPPLIES added to file TEXTFILE2. TEXTLIB2. 


TO GET A FULL SCREEN OF BLANK LINES ON WHICH YOU CAN TYPE, PLACE 
YOUR CURSOR ON THE FIRST LINE AND PRESS THE SPACE BAR, 


PLACE THE CURSOR ON THE LAST TEMPORARY LINE (BEFORE THE “END” LINE), 
AND PRESS ENTER. 


a 


TEXT 
Fmt: 1 


0001.00 The Johnson Suppty Co. Ltd. 

0002.00 15006 Main Street 

0003.00 Rolling Meadows, IL 40008 

0004.00 

0€05.00 Dear Sir, 

0004.00 

0007.00 At the present time, we are mabing plans for nert year’s supplies» In 

0008.00 examining our Stock, we have discovered shortages in the items tisted 
0009.00 below. ‘ 


0010.00 


0011.00 Please notify us as soon as possible whether you can supply us with 
0012.00 these items in the quantities we need, and advise us when we can expect 
0013.00 delivery. 

0014.00 

0015.00 Quantity [ten 

0016.00 

0017.90 

0018.00 

0019.00 


envenavennteeliiOurereneuernys 





TYPE THE CONTENTS OF THE DOCUMENT ON THE BLANK LINES, 


WHEN MORE LINES ARE NEEDED, USE THE INSERT LINE COMMAND TO INSERT 


ENOUGH LINES TO COMPLETE THE DOCUMENT. lat 
a 
(YOU MAY NEED TO ROLL FORWARD TO INSERT MORE LINES.) 519 


SECTION 7 - 8 


Sie wee wae eee a eee aw oo: Sow Soe @ eh wad. bul 49 Boaah waa 7 
Renaneaneal-GINNINGssanaaeeas 
0001.00 The Johnson Supply Co. Ltd. 
0002.00 15004 Main Street 
0003.00 Ralling Maadows, IL 40009 
0004.00 
0005.CO Dear Sir, 
0006.00 
0007.00 At the present time, we are making plans for next year’s Supplies. I[n 
0008.00 examining our stock, we have discovered shortages in the items listed 
0009.00 below. 
0010.09 
0011.00 Please notify us as soon aS possible whether you can supply us with 
0012.00 these items in the quantities we need, and advise us when we can expect 
0013.00 delivery. 
0014.00 
0015.00 Quantity Ttem 
S 16.00 10 
0017.00 
0018.00 
0019.00 
SUSE RERHHERRREND ERR EAS EERE 


j TEXT Hel Document: SUPPLIES Scan: : Zo 
¢ ; Fmts i 
dee | 





TO INSERT COLUMNS OF INFORMATION, YOU CAN USE THE SKELETON LINE COMMAND, 
FIRST DEFINE THE SKELETON LINE AS INDICATED. 


(REMEMBER TO HAVE THE CURSOR UNDER THE 10 BEFORE PRESSING ENTER.) = 


. 
.< : 
- 
m. 


TEXT Hil Document: SUPPLIES Goatees 
Fints 1 pie G Aaaiokinn 2 aie. eae 3 wee iC A ae pet 4A GES OO WOR ORT 
gemeumaeanaGEGInilhiGenearuaage 
0001.00 The Johnson Supply Co. Ltd. 
0002.00 15006 Main Street 
0003.00 Rolling Meadows, IL 60008 
0004.00 
0005.00 Dear Sir, 
0004.00 
0007.00 At the present time, we are making plans for next year’s supplies. In 
0008.00 examining bur stsck, wa have discovered shortages in the items listed 
0009.00 below. 
0010.00 
0011.00 Plesse notify us as soon as possible whether you can supply us with 
0012.00 these items in the quantities we need, and advise us when we can expect 
0013.00 delivery. 
0014.00 
0015.00 Quantity Item 
IS 6.00 10 
0017.00 
0018.00 
0019.00 


PTSUTTIT SITES C ES eeriy | 





Use THE “INSERT SKELETON” To INSERT MORE SKELETON LINES. 





SECTION 7 - 9 


PONG) Ob: 26%. aa 0 aS awa 2S cadec ine So awat $06 aw eel. Sead Gea: ib aR oa 
wee eeM RRM BEGINNING We eetae eae 

0001.00 The Johnson Supply Co. Ltd. 

0002.00 15006 Hain Street 

0003.00 Rolling Meadows, IL 40009 

0004.00 

C005.00 Dear Sir, 

9006.00 


( a TEXT Hel Document: SUPPLIES Scans 


0007.00 At the present time, we are making plans for next year’s supplies. In 
0008.00 examining our Stock, we have discovered shortages in the items listed 
0009.00 below. 


0010.00 

0011.00 Please notify us aS soon as possible whether you can supply us with 
0012.00 these items in the quantities we need, and advise us when we can expect 
0013.00 delivery. 

0014.00 

0015.00 Quantity Item 

0018.00 Penciis 

0014.01 20 

eeeteoua 10 

0017.00 

0018.00 





FILL IN THE COLUMNS OF INFORMATION, 


(SPACE OVER TO TYPE IN THE SECOND COLUMN OF INFORMATION.) 





SECTION 7 - 10 


\y 
N 
TEXT Hid Docuzent: SLSPLIES Scan: 
Fmtt 1 ae ee ee ae z eon cen 3 eee Ge A? ied ea eae. Seer boa: hee oe. 
0001.00 The Johnson Supply Co. Ltd. 
0002.00 15006 Main Streat 
0003.00 Rolting Meadows, IL 60009 
0004.00 
0005.00 Dear Sir, 
0006.00 
0007.00 At the present time, we are making plans for nerit year’s supplies. In 
0008.00 examining our stock, we have discovered shortages in the items listed 
0009.00 below. : 
0010.00 : 
0011.00 Please notify us as Soon as possible whether you can supply us with 
0012.00 these items in the quantities we need, and advise us when we can expect 
0013.00 delivery. 
0014.00 
0015.00 Quantity Iten 
0014.00 10 Pencils 
0016.01 : 20 Pens 
0016.02 30 Tablets 
0014.03 49 Erasers 
0014.04 30 Ink Bottles 
pews 10 
WHEN YOU ARE FINISHED TYPING IN THE COLUMNS, PRESS ENTER TO GET RID 
OF OF THE NEXT INSERTED SKELETON LINE, 





ROLL FORWARD TO THE NEXT SCREEN, 
615 


TEXT Wil Documant: SUPPLIES Scans 
Fits cl. Gant Cae Wal, a yaw eek 3. ee 

C 

Pin 0218.00 

cl ate AG 


BekawatsaneeeENDasseeasavanan 





TO CREATE MORE LINES TO TYPE ON, USE THE COPY LINE COMMAND 


WITH THE NUMBER OF TIMES TO COPY ON THE TARGET LINE COMMAND, - » 
TEXT Wel Documants SUPPLIES ag, pe or ee 
Fmt: l ene e088 ¢ eee Pe ae eee Mi ae oC. 4 pee a8 3 toe eee & «eR ed 
0017.00 
0018.00 
110 


TVETICSELEE SIS EEL) 








a OR, TO INSERT MORE LINES TO TYPE ON, USE THE INSERT LINE COMMAND. | 


. 2 
ee 


SECTION 7 - ll 


[ rs TEXT Wiis Document! SUPPLIES Scant _ — 
Le Fmts 1 see ove Cosa Sek 2 Pee. wee Dee Ew. 4 
0017.00 
C01€.09 


0019.00 








PV ERESCORSELIISILES ELIS SELES | 


WHEN YOU USE THE INSERT LINE COMMAND, ONLY TEMPORARY LINES 
TO YOU. YOU MUST TYPE SOMETHING ON THE LINES TO MAKE THEM 


TEXT : Dacuzents SUPPLIES 
Fmt: 1 ’ eon see a ees poe 
0017.00 
0018.96 
0019.09 

Yours truly, 


C. Brandt 
Project Manager 


Meee ceeee eee E Deere 





SECTION 7 - ]? 


C TYPE THE REST OF THE LETTER ON THE NEW LINES AS INDICATED, Hs 


ARE GIVEN 
STAY, 





c=a) 
~ 
Ww 


TEXT : Docuzant: SUPOLIES 


Frnt: 1 ( eee he oye eon oe Po ) 
ie d coe 6917.00 


0918.00 

0319.00 

0024.00 Yours truly, 
C221.00 

922,99 

G923.00 C. Brandt 
0924.00 Project Manazer 


aeornenannenent) 'Ceetnenedentnt 


pK 


7 





WHEN YOU PRESS ENTER, TEXT ONLY KEEPS THE LINES WITH INFORMATION ON 
ON THEM, 


TEXT Hi Document: SUPPLIES Scan: : J 
Fmt; 1 eon coe ( aoe 040 2 eee e086 3 eee sCs 4 . 
“15 
0018.00 
0019.00 
0020.00 Yours truly, 
0021.00 
0022.00 
0023.00 C. Brandt 
0024.00 Project Manager 
MHRRHEORTRRAREND RRR ETRE EERE 





TO SEE 15 LINES OF THE PREVIOUS SCREEN, USE THE -15 LINE COMMAND, 
(YOU CAN REPLACE THE 15 WITH ANY NUMBER, ) 


| re: 
{Stas 
NE i 


SECTION 7 - 13 


. 
‘ 
. A +’ ‘ 








+5007 .00 
0098.00 
0099.00 
0010.00 
6011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0016.01 
0016.02 
0016.03 
0016.04 
0917.00 
0018.00 
0019.00 
€020.00 






Wel 


eee eee ( ene bee a e 


Docurzent: SUPPLIES 







Scan: 
ee eee 3 eee iC. 4 eee eee 5 eee eee 6 aeR ey 4 


At the present tine, we are making plans for nert year's supplies. In 
examining our stsck, wa have discovered shortages in the items listed 
below. 


Piease notify us a3 soon as possible whether yau can supply us with 


these items in the quantities we need, and advise us when we can expect 


delivery. 


Quantity 
10 
20 
30 
40 
50 


Yours truly, 


Item 
Pencils 
Pens 
Tablets 
Erasers 

Ink Bottles 


Now, MORE OF THE DOCUMENT CAN BE SEEN, 


TEXT 
Fats | 
0004.00 
C297 .09 
€998.00 
0799.09 
C910.69 
0011.00 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0016.01 
0016.02 
0016.03 
0016.04 
0017.00 
D 
0019.00 
0029.00 
0021.00 
0022.09 





Wei Docunent;: 


eaa eee ¢ eee (ace 


At the present tinea, 
eramining our stcck, 
below. 


SUPPLIES SG dos nee el a Cn 
eee iia. So wea «lee 4 eee Seen De seee soe SB ook rae 


we are matting plans for next year’s supplies, In 
we have discovered shortases in the items listed 


Please notify us a3 3069 a3 possible whether you can Supply us with 
these items in the quantities we need, and advise us when we can expect 


dalivery,. 


Quantity 
10 
20 
Rie) 
40 
50 


Yours truly, 


Item 
Pencils 
Pens 
Tablets 
Erasers 

Ink Bottles 


THE DELETE LINE COMMAND CAN BE USED TO DELETE EXTRA 


SECTION 


7 - 14 













LINES, 


as) 


ri y 


519 


«al TEXT Wel Docurent: SUPPLIES Scan: 

<q = Pare Sy gas aed © win Wee a awa Gace Sowa el Ui as 5 aoe ee rene: weed 
* “ane 0006.00 

oe (007.0) At the present time, we are making plans for next year’s supplies. In 


0908.00 examining our stock, we have discovered shortages in the items listed 
0009.00 below. 

0010.09 

OO11.00 Please notify us a3 309n as possible whether you can supply us with 
0012.00 these items in the quantities we need, and advise us when we can 2ipect 
0013.00 delivery. 








0014.00 

RR5 Quantity Item 
0016.00 10 Percils 
0016.01 20 Pens 
0016.02 30 Tablets 
0016.03 40 Erasers 
RR 30 Ink Bottles 
0017.00 

0019.00 

0020.00 Yours truly, 

0021.00 

0022.00 


0023.00 C. Brandt 





TO SHIFT INFORMATION ON A LINE, OR A BLOCK OF 
SHIFT LEFT oR SHIFT RIGHT LINE COMMANDS, 


LINES, 


Wel Docuzents SUPPLIES Scans 
Aree ear eer Cc. 4 eta pee 





Bas, JO eee ae OO See alee eee eee ee ee ey mere ae 
0004.00 

0007.00 At the present time, wa are making plans for next year’s supplies. In 
0008.00 examining our stock, wa have discovered shortages in the items listed 
0009.00 below. 

0010.00 

0011.00 Please notify us 33 500n &S possible whether you can Supply us with 
0012.00 these items in the quantities wa need, and advise us when we can expect 
CO13.C0 dativery. 





0914.00 

€015.00 Quantity Ttem 
0014.0) 10 Pencils 
HI7 20 Pens 
0016.02 40 Tablets 
0016.03 40 Erasers 
0016.04 50 Ink Bottles 
0017.00 

0019.00 

0020.00 Yours trulys 

¢021.00 

0022.00 


0023.00 C. Brandt 


THE WINDOW LINE COMMAND WILL ALLOW YOU TO VIEW BEYOND 


wnt — 
rat ead 
Qa 


SECTION 7 - 15 


USE THE 


COLUMN 72, 


Al 


[aan ee nee 








r TEXT Wet7 Docusents SUPPLIES Scan: 
CC Fmt: 1 ee aed (ae Oo aa? aCe a 0. er ae aera coe G oa bead wae ioe BY ates ee _ 

= 0006.00 

€907.00 ima, we are making plans for nert year’s Supplies. In 
- 0908.00 ock, we have discovered shortages in the itens listed 

0009.00 
010.00 
0911.90 as Soon as possible uhether you can supply us with 
0012.00 he quantities we need, and advise us when we Can expect 
0013.00 
0014.00 
0015.00 Quantity Item 
0014.00 10 Pencils 
0016.01 20 Pans 
0014.02 30 Tablets 
0016.03 40 Erasers 
0016.04 50 Ink Bottles 
0017.90 
0019.00 
0020.00 
0021.00 
0022.00 
0023.00 


Now, YOU ARE VIEWING COLUMNS 17 THROUGH 8&7, INSTEAD OF 1 THROUGH 72, 
























TEXT Wot? Docusent: SUPPLIES Scan: a 
Fmts Love 2 vee vee 3 noe la A soe vee FS coe coe & oR oe 7 ven see OG vee oy 
€006.00 

0097.00 ime, we are making plans for next year’s supplies. In 

0008.00 ock, we have discovered shortages in the items listed 

0309.00 

0010.09 

OC11.09 aS Soon as possibile whether you can sucpi;' us with 

0912.00 he quantities we need, and advise us when ie can expect 

0013.00 

0014.00 

0015.00 Quantity Ttem 

0016.00 10 Pancils 

0016.01 20 Pans 

Ht 39 Tablets 

0016.03 40 Erasers 

0014.04 50 Ink Bottles 

0017.00 

0019.00 

0020.00 

0021.00 

0022400 
0023.00 


ne 








TO GET BACK TO COLUMN 1, USE THE INDICATED COMMAND. 


PRESS: GFL TO: EXIT; rh 
519 





SECTION 7 - 16 














Peer TEXT EX{T FROM EDIT 
Exit Edetor — Return to Primary Nenu (Y Hos 
Update document nated seicu (YM): ¥ 
Create document names Eatow (Ytpe tl 
Print documant without formatting (Y toe tl 
Document name: SUPPLIES 
File containtng document: TEXTFILE? 
Library containing files TEATLIB? 
Description: Supply document — Team 2 
Resequence document by line number (Y Ne ¥ 
Resequence document by calculating page/line (YW) No 


MOST OF THE TIME, YOU WILL NOT NEED TO CHANGE THE TOP FOUR OPTIONS, 


NG FILL IN THE DOCUMENT DESCRIPTION AND PRESS ENTER, TO RETURN TO THE 
PRIMARY MENU, 


SECTION 7 -17 


TYPE 1 FOR THE 





td CREEPS CELA SIPS Da CE 





Step 33 


id 





—— 





OPTION, 


PRIMARY MENU 


Seiect one of the following: 
1. Create or revise a document 
2. Grouse a document 
3. Print a document 
4. Fill ina form document 


Ootions Ap 


tame of tha document when stared: 


Document (blank for a list of documents). SUPPLIES 
File (blank for a list of files): TEXTFILE? 
Library + TEXTLIB2 


Hithin Text Management: 


Press HELP bey to display help tert, ‘in \ 


Press CFl rey to exit. 
Press CF2 bey to back up to the previous display in a series. 


CF&é-Display messages 


TYPE SUPPLIES FOR THE DOCUMENT NAME, | 


(THE FILE SHOULD BE TEXTFILE2 AND THE LIBRARY SHOULD BE TEXTLIB2.) 


(mo 
= 


SECTION 7 - 18 


INSERT 3 LINES SO THE DATE CAN BE ADDED TO 





TEXT Wel Document. SUPPLIES Scans 
Fmt: 1 Coes cae 1 eee aon Pe eon 008 3 eve Ci Dinas wen s) aoe cee & sen ane 7 
13 sepamaaeamEE Geil NGuanteceens 
0091.00 The Johnson Supply Co. Lid. 
6602.00 15006 Main Street 
0003.00 Rolling Meadows, IL £0008 
0961.09 
0<05.0) Dear Sir, 
CI55.0) 
0297.0) At the present tiza, wa are making plans for next year’s supplies. In 
CO0d.00 examining our Stock, we have discovered Shortages in the items listed 
6009.00 below. 
0010.90 
0011.00 Pleasa notify us as soon as possible whether you can Supply us with 
0012.00 these itens in the quantities we need, and advise us when we can erpact 
0013.00 delivery. 
0014.00 
0015.00 Quantity Item 
0016.00 10 Pencits 
0017.00 20 Pens 
0018.00 30 Tablets 
0019.09 40 Erasers 
0020.00 50 Ink Bottles 





TEXT Hel Document. SUPPLIES Scan. 
Fmts 1 Coen ove 1 ooo cee 2 eee ase 3 aeceis Ciata 4) versie ons 3 bode see 6i Ocala ae canes 7 
sapennanee be Gl Gaanenaenna 
eoveere date 
0001.00 The Johnson Supply Cc. Ltd. 
€602.00 15006 Main Street 
0093.00 Rotting Meadous, IL £9909 
0994.60 
0005.00 Dear Sir, 
0004.00 
0¥57.0) At the precent tise, w2 are making plans for next year's supplies. In 
0098.00 examining our stock, we have discovered shortages in the items Listed 
0009.00 below. 
0010.00 
0011.00 Please notify us aS soon as possible whether you can supply us with 
0012.00 these items in tha quantities we need, and advise us when we Can expect 
0013.00 delivery. 
0014.00 
0015.00 Quantity Item 
0014.00 10 Pencils 
0017.00 20 Pens 





3 TEMPORARY LINES ARE ADDED, YOU MUST TYPE EITHER A BLANK 
SENTENCE OR WORD TO KEEP THOSE LINES, 


SECTION 7 - 19 


THE DOCUMENT. 


SPACE OR 


TYPE MR. THOMPSON RIGHT OVER THE TOP OF SIR, 


a TEAT Wel Docuzent. SUPPLIES Scans 
SS Fatt Gees ais the dae 2 wie Oia hie Ci Boe. oan Di nacires cosets Be aakowt 7 ff 
‘ aneneaseae EGIL [Geen eee ee ne 
6000.01 : 
0099.02 sedate 
0099.03 


6901.00 The Johnson Supply Co. Ltd. 
0692,00 15006 Main Streat es 


0234.00 
6605.90 Dear Mr. Thompson, 
0224.00 

° 0037.00 At the present tise, wa are making plans for next year’s Supplies» In 
0548.00 esamining our Stock, we have discovered shortages in the items listed 
CC09.00 below. 
0010.00 
0011.00 Please notify us as Soon aS possibile whether you can Supply us with the 
0912.00 these items in the quantities we need, afd advise us when we Can 
0013.00 expect delivery. 





0014.00 

0015.00 Quantity Item 
0916.00 10 Pencils 
0017.00 20 Pens 


TO ADD THE WORDS “THE FOLLOWING”, YOU WILL HAVE TO MODIFY THE SECOND 
AND THIRD LINES OF THAT PARAGRAPH, 


START BY MOVING THE WORD “EXPECT” TO THE THIRD LINE TO MAKE ROOM ON 
. THE SECOND LINE FOR “FOLLOWING”, \ 
_ (ADD THE WORD “THE” ON THE END OF THE FIRST LINE.) 





TEXT Documents SUPPLIES 

Fmt. 1 Ceoe ves bi ees See Sas ee meee Gaia 4 ave: Veliece D see ces & see coe 7 
wameeeee OPE OTN NGeeeeareeen 

0000.04 

0000.02 edate 

6000.03 

0091.00 The Johnson Supply Co. Ltd. 

0902.00 15006 Nain Street 

OV03.00 Rolling Meadows, IL 60006 

0€94.60 

0065.00 Dear Hr. Thompson, 

0005.00 

0007.00 At the present tine, se are making plans for next year's supplies. In 

0203.00 examining our stock, we have discovered shortages in the items listed 

0009.00 betow. 

0010.00 

CO11.00 Please notify us as soon as possible whether you can supply us with the 

0012.00 faollo «tems in the quantities we need, and advise us when we Can 

0013.00 erpect delivery. 

























ag . 
‘i =f Quantity Item rT 


Mack 10 Pencils oF 
ar be ¥ } 20 Pens | 
Ss e ’ pil 
i] t ery 


START TYPING THE WORD “FOLLOWING” RIGHT OVER THE TOP OF “THESE”, 519 
WHEN YOU HAVE TYPED “FOLLO”, YOU MUST STOP AND PRESS THE INSERT KEY 
ON YOUR KEYBOARD. 


SECTION 7 - 20 


CONTINUE TYPING THE REST OF THE WORD AND PRESS THE ERROR RESET KEY 





4 ON YOUR KEYBOARD TO TAKE YOU OUT OF “INSERT MODE”, 
on 
TEAT Hel Docuzent: SUPPLIES Scans 
Fits 1 (eee seo 1 soe oes tte cee Jace Coe @ ave vee S cit ver 6 ane eee 
aeaeananaa BEG Ntl[iGeeceanenae 
0000.01 
0000.02 
0600.03 
OcO1.60 The Johnson Supply Co. Ltd. 
0092.09 18006 Main Street 
0563.00 Rolling Neadows, IL ¢0003 
0304.69 
6005.00 Daar Mr. Thompson, 
6035.00 
0007.99 At the present tina, we sre making plans for next year’s supplies, In 
00Cd,.CO examining our stock, we have discovered shortages in the items listed 
0907.00 below. 
9010.00 
0011.03 Please notify us aS Soon aS possible whether you can Supply us with the 
6012.00 fotlowing items in the quantities we need, and advise us when we Can 
6013.00 expect delivery. 
C 
A Quantity Item 
0016.00 10 Pencils 
0017.00 20 Pens 
\¢ TO ADD THE BLANK LINE AFTER THE COLUMNS HEADINGS, USE THE COPY AND 9 
AFTER LINE COMMANDS. 


TEXT Hel Documents SUPPLIES or 
Pmts ob Cee wae Dee wide 2: pace aca ae Ga A ie ois Se eae Os Sas eee 
sactaamaeeePEGIteitiGeagunanaan ; 
0900.01 
0000.02 edate 
0099.03 
0601.C9 The Johnson Supply Ce. Ltd. 
0902.00 159046 Main Street 
C293.00 Rolling Meadows, IL £0008 
004.00 
0005.00 Dear Mr. Thompson, 
0006.00 
C207.C0 At the presdnt tiz2, we are making plans for next year’s supplies. In 
0008.00 examining owr stock, we have discovered Shortages in the items listed 
0009.00 below. 
0910.00 
Q011.00 Please notify us as Soon as possibte whether you can supply us with the 


0012.00 following items tn the quantities we need, and advise us when we can 
0013,00 expect delivery. 


0014.60 

0015.00 Quantity Item 
0015.01 

#10 10 Pencils 





eo ~ 
TO SEE THE NEXT 1O LINES OF YOUR DOCUMENT, USE THE +10 LINE COMMAND, 
(ANY NUMBER CAN BE USED AFTER THE +, ) 


SECTION 7 - 2] 


Now YOU CAN 


INSERT THE INDICATED ITEM USING THE INSERT LINE COMMAND, 















































Press ENTER To GET RID OF THE EXTRA TEMPORARY LINE, 





TEXT Hed Docusent: SUPPLIES Scans 
Fatt. “lo hewsciwe Do aie tae Pas saw 3 ale Coe Bilis cae 3 ate ee Bese aia 7 
0037.00 At the present time, we are making plans for next year’s supplies. In 
06C8.09 examining our stack, wa have discovered shortages in the items Listed 
0009.00 below. 

0010.00 

0011.00 Please notify us as soon aS possible whether you can supply us with the 
6912.00 following items in the quantities we need, and advise us when we Can 
0013.00 expect delivery. 


6014.00 

6015.00 Quantity Item 
0915.01 

0016.0) 10 Pencils 
0017.00 26 Pens 
0018.00 30 Tablets 
0019.00 40 Erasers 
0020.00 50 Ink Bottles. 
seeeoen 65 Rulers 
0021.00 

0022.00 

0023.60 Yours truly, 

0924.00 ‘ 

0025.00 


SEE THE ENTIRE COLUMN OF INFORMATION, 





TEXT Hil Docuzent. SUPPLIES Scant 

Fats i Coon een 1 poe tee 2 88 bee 3 eee Cie 4 eee e006 5 eee ene é een bee 7 
0037,.C0 At the present time, w2 are maying plans for next year’s supplies. In 
0008.09 eramining our stock, wa have discovered shortages in the items listed 
0007.00 below. 

9910.00 

0011.00 Please notify us as soon as possible whether you can supply us with the 


0012.00 following items in the quantities we need, and advise us when we Can 
0013.00 expect delivery. 


0014.00 

0015.00 Quantity Item 

0015.01 : 
0016.09 10 Penciis 

0017.00 20 Pens 

0018.00 30 Tablets 

0019.09 40 Erasers 

0029.00 39 Ink Bottles 

0020.0! 65 Rulers 


0021.00 
0922.00 
0023.00 Yours truly, 
0024,00 


PRESS CFl To EXIT. 


SECTION 7 - 22 


(i ™ 


615 


en 


TEXT EXIT FROM EDIT 


Exit Editor - Return to Primary Menu (YN)? 
Update document named below (Y Md: 
Create document nated below (Y toi 


Print document without formatting (Ye 


Document nama: SUPPLIES 


File containing document: TEXTFILE? 
Library containing file; TEXTLIB2 


Description: Supply dccuzent - Team 2 


Resequence document by ling number (Y Nov LY 
Resequence document by calculating page/line (Y Noe 


YOU WILL NOT NEED TO CHANGE THIS SCREEN, 
ALL OPTIONS ARE AUTOMATICALLY SET FOR YOU, 


SECTION 7 - 23 





Sb a Ler 
N 


Step 63 ps 


TEAT PRIMARY MENU 


Select one of the followings 
1. Create or revise a document 
2. Browse a document 
3. Print a document 
4. Fill ina form document 


Option: at 


Nane of the document when stored: 
Docuneant (blank for a list of documents)? HAMEADDR 
Fite (blank for a list of files): TEXTFILE2 
Library ¢ TEXTLI82 


Hithin Text Management: 
Press HELP bey to disatay help tert. 
Prei=s CFl tey to exit, 
Prezs CF2 bey to back ua to the previous display ina Series. 


CFé-Display messages 





TO REVISE A DOCUMENT, TYPE 1 FOR THE OPTION, 
ww: TYPE NAMEADDR FOR THE DOCUMENT NAME. ) 
(MAKE SURE THE FILE IS TEXTFILE2 AND THE LIBRARY IS TEXTL.IBZ.) 


















TEXT Wed Document: MANMERDOR Scans 

Fints 1 ise We dhe BU eee. Gites Cae wea, Seeks 3 cae ele 4 cee eos 3 pea 88 ) ooR eee 7 
agnheesoes lO OTS Oangeakases : 

0001.00 Joseph P. Blast 

0007.69 9690 Winchester Circle 

1 92.%5 Schantorte, IL 697254 

Cit4.5) 

O505.09 Jonna, Uathis 

QI%o.0)9 SIS Staten Strest 

0v07,00 Schsatorte, IL S2°7091 


Beamesobesanel ieee er eee Heaney 


» 


~ 


- TO INSERT A LINE, USE THE INSERT LINE COMMAND, 13 


SECTION 7 - 24 














61S 

iy TEXT Wed Docusent: MANSADOR Scan: 

Fmt: 1 ewer 4 eee. ae = eae ef 3 6a Oe! Gael ik J cee coe & eR vee 7 
secaerareGE Gili iGeaeersnens 

0001.00 Joseph P. Blast 

0002.00 9090 Hinchester Circle 

COC3.00 Szhattorte, IL £92754 

0093.01 Mr. 

0634.00 

G095.C0 Johnny Mathis 

0006.00 525 Slalon Street 

6007.00 Schamtorte, IL 40000! 

eoceeese Mr. 
qenenaneceeeet i Dereraecesennn 


TYPE IN THE TITLE ON THE TEMPORARY LINES. 


TEXT Hil Decumen?: HAMEADDR Scan: 
Pinta) Yo guts BR st wae 2 ea Ae 3. ae le A we tea Da es, Gow hace 7 
aneasenaeeBEGIiilhGaareneecas 
GO01.00 Joseph P. Blast 
; 0007.00 9090 Hinchester Circte 
€003.09 Schamtorte, IL é8254 
0003.01 Mr. 
0004.00 
0005.09 Johnny Mathis 
€004.00 525 Stalom Street 
0007.60 Schamtorte, IL 40000] 
0008.00 Mr. 


aeeeonoee 


TOUS ECECSVELSISILEEIEP PELE S SL 





Press ENTER AGAIN TO GET RID OF THE EXTRA TEMPORARY LINE. 
PRESS CF1 TO EXIT. 


SECTION 7 - 25 


. ; 
ey! i 


“at 
ay 


é 


TEXT EXIT FROM EDIT 


Erit Editor — Return ts Prisery Nenu (YM: Y 
Update document nared -kelow (Y We 
Create document named below (Yrs ne 


Print documant without fermatting (YoNe 


Docusent nase: HAreagee 
File containing docusent: TEXTFILE? 
Library containing file: TEXTLIB2 


Descriptions Name and Address docunent-Tasn 2 


Resequence document by Ltne number (Y Nd: Y 


Resequence document by calculating page/line (Y Ws N 





YoU WILL NOT NEED TO CHANGE THIS SCREEN. 
ALL OPTIONS ARE AUTOMATICALLY SET FOR YOU, 


SECTION 7 - 26 


Step 7) o 


TEXT PRIMARY MENU 


Select one of the follcwing: 
» Create or revise a document 
» Prowse a docuzant 
» Print a docuczent 
» Fill ina form document 


Option: jl 


Mama of the docusent chen stared: 
Docurent (blanr for a list of documents): 
File (blank for a list of files): TEXTFILE2? 
Library ¢ TEXTLIB2 


Within Text Management: 
Press HELP key to display help tert. 
Press CFl vey to exit. 
Press (F2 key to back up to the previous display in a series. 


CFé-Disptay messages 





TO PRINT THE DOCUMENTS IN YOUR FILE, TYPE IN OPTION I, 


BLANK OUT THE DOCUMENT NAME, 


MAKE SURE THE FILE AND LIBRARY ARE CORRECT, 


SECTION 7 - 27 


TEXT DOCUMENT LIST 


W File: TEXTFILE2 Library: TEXTLIB2 
: : Enter new docutent name or select docutent from list below: 


Search descriptions 

Search from created date: 00/00/00. To created date: Ol/o3/b4 

Locate docurent name beginning with: 

OPT DOCUNENT DESCRIPTION CREATED 
NANEADLR Hame and Adzress docunent-Team 2? 01/20/84 
SUPPLIES Supply docusent. ~ Team 2 01/20/84 


1-Select document 6-Copy to new document 9=Remove document CFié-Print List 


PRESS CF16 To LIST THE DOCUMENTS, 





TEXT DOCUMENT LIST 
Files TEXTFILE2 Library: TEXTLIB2 

Enter new document name or select document from List below: 

Search description. 

Search from created date: 00/00/C0 To created dates; 01/23/04 
Locate document name beginning with: ~~ 







SS ihre ert Si) 









DFT DOCUMENT DESCRIPTION CREATED 
__—NANEADOR Hame and Address docunent-Team 2 01/20/84 
SUPPLIES Supply docunent - Team 2? 01/20/84 








1-Select docunent G6-Copy to new document 9~Remove document CFid-Print iist 
Frint complete. 





PRESS CFl TO EXIT, 


X : 


SECTION 7 - 28 















cae 
519 


61S 


| | J 


YOUR LIST SHOULD LOOK SIMILAR TO THIS. 


TEXT MANAGEMENT DOCUMENT LIST 
Files TEXTFILE2.TEXTLIB2 





DOCUMENT DESCRIPTION CREATED 
NAMEADDR Name and Address document-Team 2 01/20/84 
SUPPLIES Supply document — Team 2 01/20/84 


SECTION 7 - 29 


wae SUL LoS FOR Bx ERCISE & 


TO REVISE THE DOCUMENT SUPPLIES, TYPE 1 FOR THE OPTION. 


TEXT PRIMARY NEU 


Select one of the following: 
1. Create or revise a document 
« Browse a documant 
« Print a document 
« Fatt ina form document 


Options 1 


Name of the document when stored: 
Docurent (blany for a dist of documents): SUPPLIES 
File (blank for a list of files): TEXTFILED 
Library : TEXTLI82 


Hithin Text Manajerent, 
Press HELP tey to display help text. 
Press CFl bey to erit. 
Press CF2 bey to back up to the previous display in a series. 


CF4é-Display messages 





TYPE SUPPLIES FOR THE DOCUMENT NAME, 


MAKE SURE THAT THE FILE AND LIBRARY ARE CORRECT. 


, 4 


SECTION 7 - 30 


-_— at acct cine tanita abet mt te Ae LS 


61S 


pi 












TEXT : Documents SUPPLIES : 
: ees eee ® 7 ae 3 eee C ee FT evo @he wd @80 88080 FW 20#@ 8 #98 - 
saevaveceuntcunneesteas cine | 


0001.09 

0002.00 date 
0093.00 

0004.00 The jekngon Supply Co. Ltd. 

0005.00 15006 Nain Street 

0906.00 Rotting Neadows, IL &0008 

0007.00 

0008.00 Dear Mr. Thompson, 

0007.00 

0010.09 At tha present tima, wa are maning plans for rert year's supplies. In 
wef! ae | examining our stock, we have discovered shortages im the items listed | 


















aA 0 Please notify us as soon as possible whether you can supply us with the 
V15.09 following items tn the quantities we need, and advise us when we Can 
0016.00 expect delivery. 
0017.00 
0018.00 Quantity Item 
0019.00 
0020.00 











10 Pencils 





THE FIRST STEP TO PUTTING UNADJUSTABLE TEXT INTO PARAGRAPH FORMATS, 
IS TO CREATE A PARAGRAPH FORMAT THAT LOOKS EXACTLY LIKE THE UNADJUSTABLE 
TEXT, 


PRESS CF1/7 TO CREATE A PARAGRAPH FORMAT. 


J 


TEXT PARAGRAPH FCRMAT OPTIO!NS 


PAR FGRAPH ~:~ ~ MARGINS - - - PARAGRAPH BLAHK LINE 
FORHAT ALITGH INCENTAT 10H PEF ORE 
ID RIGHT RIGHT SPACES PARAGRAPH 
(YM) (YN) 


AEE be 22 
ETT TL tbs 


1 
—* 
=e 
=) 
—= 
= 
ma 
ee 
a 


HITT The 


Any changes made on this display will cause the pecan Gabre in the 
document to be adjusted using the new definition. 


CF3-Paragraph Format Extended Options 





THE LEFT MARGIN IS l. 
THE RIGHT MARGIN IS 72, 


WE ARZ NOT RIGHT ALIGNING, INDENTING, AND WE DO WANT A BLANK LINE. ») 
(WHEN YOU ARE NOT INDENTING A PARAGRAPH, YOU MUST SPECIFY "Y" FOR 
A BLANK LINE BEFORE THE PARAGRAPH.) 


SECTION 7 - 3] 


Be TEXT Wil Document SUPPLIES Scan: 
a Fits 1 Coes ee | eee Wadia eee ive: -O- ieee Cie 4 vee ie: Owes cae & vee cad Gow 


HEUER REHEEBEOGIUMHINGeeeeeeeunn 
0001.09 
0002.00 
0003.00 
0004.00 The Johnson Surpty Co. Ltd. 
0005.00 15004 Ilain Street ; 
0006.00 Rotting Neadows, IL 40008 
0007.00 
0098.00 Dear Hr, Thompson, 
0009.00 
OO10 1 At the present time, we are making plans for next year’s supplies. In 


0088.00 examining our stock, we have discovered shortages in the items listed 
6012.00 below. 


0013.90 
Pi Please notify us as soon as possible whether you can supply us with the 


0015.00 following items in the quantities we need, and advise us when we Can 
0016.00 expect delivery, 


edate 





0017.00 

0018.00 Quantity Item 
0019.00 

0020.00 10 Pencils 


TO PUT UNADJUSTABLE TEXT INTO THE PARAGRAPH MODE, USE THE LINE COMMAND 
“Py” WITH THE X REPRESENTING THE PARAGRAPH FORMAT DESIRED, 


PRess ENTER, 


TEXT Hel Docusent. SUPPLIES Scan: 
Fnts { Cove ove L cae oe 2 ere eee 3 eee Cs 4 ivoe vee DF cae cre & nae vee 7 
TRL ESECLEL UACHOT POOLE SSEEEES | 
0091.00 
0002.00 edate 
0003.00 
0004.00 The Johnson Supply Co. Ltd. 
9005.60 15006 Main Street 
0006.00 Rolling Meadows, IL 60008 
Mm 0097.00 
ome MOO0B.00 Dear Hr. Thompson, 





1 At the present time, we are making plans for nert year’s supplies. In 
GO11.00 examining our Stock, we have discovered shortages in the items listed 
0012.00 below. 

0013.00 

on'4 1 Please notify us as soon as possible whether you can supply us with the 
3.00 following items in the quantities we need, and advise us when we can 
14.00 expect delivery. 

017.00 











0018.00 Quantity Item 
0019.00 
0020.00 10 Pencils 


NOTICE BOTH PARAGRAPHS NOW HAVE A HIGHLIGHTED “1” aT THE LEFT MARGIN, 


W.;  THIS MEANS THE PARAGRAPH IS IN PARAGRAPH FORMAT 1, | rs 


- ? 


fod --! 
* 


pa - 2 fe atte mq is jas 


SECTION 7 - 32 


- 
wn 


i 


cc 


vc ke. 
= 


pr 


TEXT 





PARAGRAPH FORMAT OPT]OrS 


PARAGRAPH - - - HARGINS - - - PARAGRAFH 


FORMAT 


10 


_! 


ALIGH INCENTATION 
RIGHT RIGHT 
(Y nN) 


é8 


MIMI £ 


BLANK LINE 
PEF ORE 
PARAGRAPH 
(YN) 

Tt 


—_ 
— 
— 

_— 


Any changes made on this display will cause the paragraphs in the 


document to be adjusted using the new definition. 


CF3-Paragraph Format Extended Options 





TO CHANGE THE MARGINS TO 12 AND 68, USE CFI1/. 


TEXT 
Fmt: 


0001. 
0002, 
0003. 


1 


00 
00 
00 


Wied Document; SUPPLIES 
e¢e eee 1 Ces iets. ae heey ines oO cares e 


muneeeeen BE OU HH NGarercanenn 


0004.00 The Johnson Supply Cs. Lid. 
0005.00 15004 Hain Street 
0006.00 Rotting Meadows, IL £0003 


0007. 


00 


0008.00 Dear Hr. Thompson, 


0009. 
0010 

QO11. 
0012, 
0013. 
0014 

0015. 


0014. 


0017. 
0018. 
OOL9. 


00 
1 
00 
00 
00 
1 


00 


10) 
00 
00 
00 


oe tata 6 ules ot) 7? 


At the eresent tise, we are maying elans for nert year’s 
supplies. In ecamining our stcch, we have discovered 
shortages in the items listed belew. 


Please notify us as soon as possible whether you can 
supply us with the following tn the quantities 
we need, and advisa us uhen we Can expect delivery, 


Quantity Itea 


WHEN YOU RETURN TO THE EDIT SCREEN, 


- BEEN CHANGED, 


PRESS CF1l TO EXIT. 


SECTION 7 - 33 





NOTICE THAT YOUR 


MARGINS HAVE 


TEXT EXIT FROM EDIT ) 


Exit Editor - Return to Primary Menu (Y Nye 7 


Updata document named below (YMde Y 
Create document named below CY WSN 
Print document without formatting (Y Nt N 
Document name. SUPPLIES 
File containing docuzent: TEXTFILE? 
Library containing file: TEXTLIB2 


Descriptions Supply docuzent — Team 2 


Resequence document by Line nusber (Y NDS ¥ 
Resequence docunent by calculating page/line (Y Ne ON 


YOU WILL NOT NEED TO CHANGE ANYTHING ON THIS SCREEN,. 
PRESS ENTER, 


519 


SECTION 7 - 34 


61S 
ne 


qb ot tep = 


+¢ 


TO CREATE THE DOCUMENT HOWTOMEMO, TYPE 1 FOR THE OPTION, 


PRIMARY MENU 


Select one of the following: 
1. Create or revise a document 
2. Browse a docurent 
3. Print a docutent 
4. Fill ina form document 


Options Jf 


Name of the document when stored: 


Document (blank for a list of documents); HOWTONENO 
File (blank for a list of files): TEXTFILE? 
Library ¢ TEXTLIE2 


VES Within Text Management; 


Press HELP key to disalay help tert. 
Press CFl key to exit, 


Press CF2 key to back up to the previous display in a series. 


CFé-Display messages 





TYPE HOWTOMEMO FOR THE DOCUMENT NAME, 


MAKE SURE THAT YOUR FILE AND LIBRARY ARE CORRECT, 


SECTION v= OD 


Ronald Reager 
SUBJECT: How to Start the IBM 5224 Line Printer 
DATE: October 25, 1923 





TYPE THE TOP THREE LINES OF THE DOCUMENT IN WITHOUT USING CFQ 
BECAUSE THEY CONTAIN MULTIPLE IMBEDDED BLANKS. 


MOVE YOUR CURSOR DOWN TO THE BOTTOM LINE AND TYPE IN A SPACE, 
Press ENTER TO KEEP THE ENTIRE SCREEN OF LINES, 


TEXT 


eanvemweneePPGINHINOeeetneenas 
0001.00 
0002.00 TO. Ronald Reager 
0003.00 SUBJECT: How to Start the TBH 5224 Line Printer 
0094.00 DATE: October 25, 1983 
0009.00 
0004.00 
0007 1 


0008.00 
0009.00 





aA 
* sgt 


To TYPE IN THE FIRST PARAGRAPH, USE CFY. 


SECTION 7 - 36 


TEXT We Documant: HONTONENO Scans 
Fmts 1 Cae soo L soe cee 2 toe see 3 see C.. QV ivae cae 5 cee cee & eee eee 7) 
pebearesenBEGIhHNINGaeteantann 
0001.00 
0002.00 10: Ronald Reager 
0003.00 SUBJECT: How to Start the IBM 5224 Line Printer 
0004.00 DATE: October 25, 1983 
0005.00 
0006.00 
0007 1 This 15 to let you Wasw how to Start te the TH 5224 Printer in case you 
are the first person that n2eds to vse it in the morninds 


aaa matanaaaetatmangmmmne anna daueesaeaseseee ettientenatmeneeaenmenamemmtatmememall 


a 
SNE LET —  tr/t tAtnh sstl, 
0 LT 
TT eT TC 
TE NERS SS SS StS 
Pt Ea ESS ayers heater seaeen m A rteer  re SESS eree ererwrhS 


Tne aieanisitelnmmnmienienmnterman nme enmmmemlniimemmmmiiinememenemeanenemeneermmmmdtnmeiemmeminecnen erm mmm emcee tne mentee eeennecine emainemaneemntinmEmene mnie 
gS a SS SSS ASE PRT rE SE ES 
Pa anamemmenmesenennceemmenennendenseneintananeniienimnseeniaemmnomimammmmmsiiinstesscmmmethenstiintemeeihesnnemmeemmeeitemmtni imines ten nammnacinaumaaarecemmicaneeiecnana soeaeedenecanennemnmmeaabinen eer ec 


ET A EE Se EDA TE SP SE SS Se SP SE 


0008.00 
0009.00 





TYPE IN THE PARAGRAPH WITHOUT WORRYING ABOUT WORD WRAP, 
PRESS ENTER, 


TEXT Wel Docusents HONTOMENO Scan. _ 

Pitts of Chea wide Weed ame 2) dian eae S ae Ca A ae ee ee a ee ae 
paeaanaemee PO GlLiin[hiGaegteaenane 

0001.00 

0002.60 TO: Ronald Reager 

0003.09 SUBJECT: How to Start the IBM $224 Line Printer 

0904.00 DATE: October 25, 1983 

6605.00 

0004.00 

0007 1 This is to let you kacw how to start up the JBM 5224 Printer in case 

0007.01 you are the first person that needs to use it in the morning. 

0008.00 


0009 «1 


0010.00 
0011.00 





TYPE THE SECOND PARAGRAPH IN USING CF9 AGAIN, 


SECTION 7 - 37 





( TEXT Wel Documents RONTCNENO Scan: 
S Fats 1 Geee eoe 1 eee Cab) oe wee siete. oot Cee 4 ees Paras Me Pere aera eee 7) 


HeRMHERRREBEGTUNING Rte eee 
0001.00 
0002.00 TO: Ronald Reager 


0003.00 SUBJECT: How to Start the IBM 5224 Line Printer 
0004.00 DATE: October 25, 1983 i 
0005.00 


0006.00 


0007 1 This is to let you know how to start up the IBN 5274 Printer in case 


0007.01 you are the first person that needs to use it in the morning. 
0008.00 


6010 1 Here are the four easy stess that you should follow: 


0011.00 
0012.00 





PRESS ENTER. 


XX TEXT Hl Documents YOUNTONENO Scan: 

Fmt: 1 Ceee eee 1. ba SY ae Cae Ar eae 08a Dae Be ees 
Mem MeMERRRBEGTISUIPOtaveenaware 

0001.09 

0002.00 TO: Ronald Reager 

0003.00 SUBJECT: How to Start the TPM 92274 Line Printer 

0004.00 DATE. Qctobser 2S, i9E! 

0005.00 

0006.00 

0007 1 This is to tet you t}now how to start up the IBM 5224 Printer in case 

0007.01 you are the first person that needs to use it in the mornihg, 

00C8.00 


C010 1 Here are the four easy steps that you should follow. 
0011.00 


0012 11. Flip the Power-On suaitch up to the On position. 


0013.00 
0014.00 





CONTINUE TO CREATE THE REST OF THE PARAGRAPHS OF THE DOCUMENT 
USING THE SAME PARAGRAPH FORMAT (1). IF WE NEED TO CHANGE THEM 
‘?~ LATER WE CAN. 


SECTION 7 - 38 


645 TEXT Wi) Document: HONTOUENO Scan: 


Ai taal a Fmt: joes Gree ore 1 a @e Pe eee fea: Bas C.. 4 eek ee ee aia 6 wee eee 7) 
haf ecomnnepanGEGIiusliGsenqueaene 

\ 
oo 0001.00 


00037.00 TO: Ronald Reager 

0003.60 SUBJECT: How to Start the IBM 5224 Line Printer 

0004.00 DATE: Octoter 25, 1983 

0005.00 

0004.00 

0007 1 This is to let you know how to start up the IBM 5224 Printer in case 
0007.01 you are the first person that needs to use it in the morning. 
00CB.00 

0010 1 Here are the four easy steps that you should follow: 

0011.00 

OO12 Li. Flip the Power-On switch up to the On position. 

6013.00 


0014 12. bhait a few minutes until the warning beep 1s heard. 


0015.00 
0016.00 


- TEXT Hel Document: HONTONENO Scans 
Fmt} 1 see cee b cae woe 2 oon coe 3 vee Cuca ek bel tae eee 8 ae Gea FD 
6015.00 
0016 13. Press the Reset and then the Ready buttons. 


0017.00 
0018.00 


TEXT Hil Documents HOMUTONENO Scans 


Fit; 1 (eee eee 1 eee cee gues coe 3 008 Gis 4 eos oe Do was con & aac eo8 7) 
0015.00 


0016 13. Press the Reset and then the Ready buttons. 
0017.00 


0018 14. Print your document using the easy-to-use Systen/38 Text Manasgenent 


Package, 


eee 


0019.00 


ateapanareeaectiDereasenrennes 





Cecrtanm F . 2a 


LETS LINE OUR PARAGRAPHS UP WITH THE TOP THREE LINES, 


PRESS 


ree Cocument. HOUTONE!NO 
ay U iked eae oes Wha Ss Wee Os. Wek sie Bee Fee TO aw es ee 
Veen ew eBEGIHNUGeseevvecns 
0001.09 
0002.00 TO: Ponald Reager 
0003.09 SUBJECT: How to Start the TPM 5224 Line Printer 
(0004.00 DATES Octcber 25, 1993 
0005.09 
0006.00 
0007 1 This is to let you know how to Start up the IBM 57274 Printer in case 
0007.01 you are the first person that needs to use itt tn the morning, 
0098.00 
QO10 1 Here are the four easy Steps that you should foltow. 
0011.00 
0012 11. Flip the Power-On switch up to the On position. 
0013.00 
0014 $2, Hait a few minutes until the warning beep is heard. 
0015.00 
0016 13. Press the Reset and then the Ready buttons. 
0017.00 
COlIE 1 4. Print your document using the easy-to-use Systen/38 Text Management 
0018.01 Package. 
0019.00 


CF17 TO REVISE THE PARAGRAPH FORMAT 1. 





TEXT PARAGRAFH FORMAT OPTIONS 
PARAGRAPH -~ - - MARGINS - - - PARAGRAPH BLANK LINE 
FORIAT AL ISH IHCENTATION PEF OSE 
ID LEFT RIGHT SPACES PARAGRAPH 
(YN) (Y N) 
H 7 


NTI lls § 





EP |e 


Any changes made on this display will Cause the paragraphs in the 
document to be adjusted using the new definition. 


CF3-Paragraph Format Extended Options 


CHANGE THE LEFT MARGIN TO 3, 
PRESS ENTER. 


SECTION 7 - 40 








61S 


pow ( ~ 


TEXT Wel Document: POLTONENO 
Fmt: 1 aks rota: ears Alt. sat aan eue 
angeamenenEF OH iGaraeceerans 


0001.09 
0002.00 10: Ronald Reager J 
0903.00 SUBJECT: How to Start the IBM 5224 Line Printer 

9904.00 DATE: October 25, 1983 

6968.09 

6706.09 

CoO7, | This is to let you Know how to start up the IBM 5224 Printer in 

6007.91 case you are the first person that needs to use it in the morning. 

008.09 

0010 { Here are the four easy steps that you should follow: 


, Flip the Power-On switch up to the On position. 
it a few minutes until the warning beep 3s heard, 


tay Press the Reset and then the Ready buttons. 
0017.00 Ny 
C018 1 4. Print your document using the easy-to-use System/38 Text 
0018.01 Management Pactage. 
0019.00 





Now, NOTICE IN STEP 4 THAT THE SECOND LINE OF THE PARAGRAPH STARTS 
RIGHT UNDER THE NUMBER 4, 


LET'S CHANGE IT SO THAT THE SECOND LINE STARTS RIGHT UNDER THE WORD 
"PRINT", 


PRESS CF17 TO CREATE A PARAGRAPH FORMAT DIFFERENT THAN FORMAT 1. 


TEXT PARAGRAPH FORMAT OPTIONS wW 


PARAGRAPH ~ -— — MARGINS - - - PARAGRAPH BLANK LINE 
ALIGH INCENTATION BEFORE 
RIGHT SPACES PARAGRAPH 


enero me: 
Midd bls & 


ie et oe ee ee 
< 


bet tet) Aisles 


Any changes made on this display will cause the paragraphs in the 
document to be adjusted using the new definition. 


CF3-Paragraph Format Extended Options 





PARAGRAPH FORMAT 2 WILL HAVE A LEFT MARGIN OF 7 (WHERE THE WORDS 
“PRINT” AND “MANAGEMENT” WILL LINE UP), 

RECAUSE ONLY THE FIRST LINE WILL BE DIFFERENT, LET’S THINK OF IT 
THE SAME WAY AS WE THINK OF A PARAGRAPH INDENTATION. THIS TIME, 


HOWEVER, INSTEAD OF INDENTING THE FIRST LINE WILL “EXDENT” OR 
EXTEND BEYOND THE LEFT MARGIN, 


TO DO THIS TYPE IN A “-4" FOR PARAGRAPH INDENTATION SPACES, 
SECTION 7 - 41 





c- 








TEXT Hil Docurent: YONTONEMO Scans 

Fmt: 1 of, eee 1 eee eee zu eee tee 3 eeeGees 4 een eee 5 coe cee © ene 08) 7 eo N 
aueetereesBEOIMN NGeeneeneeen 

0001.00 

0002.00 TO: Ronald Reager 

0093.00 SUBJECT: How to Start the IBM 5224 Line Printer 

0004.00 DATE: October 25, 1982 

0065.00 

0096.00 

0cO7 1 This 15 to let you know how to start up the IBl1 5224 Printer in 

0907.01 case you are the first person that needs to use it in the morning. 


00CB.00 

0010 1 Here are the four essy steps that you should follow! 
0011.00 

PP? 1. Flip the Power-On switch up to the On position. 
0013.00 

0014 1 2. Wait a few minutes until the warning beep is heard. 
0015.00 

0016 1 3. Press the Reset and then the Ready buttons. 

0017.00 

PP2 4. Print your document using the easy-to-use System/38 Text 
OO18.01 Management Package. 

0019.00 


PUT ALL OF THE STEPS INTO PARAGRAPH FORMAT 2 BY USING THE BLOCK 
PARAGRAPH LINE COMMAND AS INDICATED, 


TEXT Hi} Docum2nt: HONTONE!NO Scans 

Fmt: 1 ole one Laue vue 2 sak. weatas eee a 4 ene sae ate 6 won at 3 Weblo sae) 7 
aevnmaneee BE GIhilltiGuarceraegns 

0001.00 

0007.00 10: ~ Ronald Reager 
0903.00 SUB-ECT! How to Start the IBM 5224 Line Printer 

0004.00 DATE: October 25, 1983 

0095.00 

0004.00 

0007 1 This is to let you Know how to start up tke ISi 5224 Printer in 
0097.01 case you are the first person that needs to use it in the morning. 
C002B.00 

0010 {1 Here are the four easy steps that you should follow: 

0911.00 
0012 2 
0013.00 
0014 2 
0015.09 
0016 2 
0017.00 
0018 2 4. Print your docusent using the easy-to-use System/38 Text 
0038.01 Management Packaje. 

0019.00 

0 paragraphs assigned, 4 paragrarhs adjusted. 





NOTICE THE MESSAGE AND ALSO STEP 4 PARAGRAPH (THE OTHER THREE STEPS 
WILL NOT LOOK ANY DIFFERENT UNTIL YOU ADD TO THEM IN THE FUTURE). ; 


SECTION 7 - 42 








na Hed Docursent: HONTGHENO 
5 * 2 I. ft. 1 ere wie oe eer eae 3 ae t) a 


enttecanaaneal|(Doserenpeerace 





TO ADD MORE LINES AT THE BOTTOM OF THE DOCUMENT, USE THE COPY AND 
BEFORE 6 LINE COMMANDS, (THE 6 WILL COPY 6 LINES.) 





a 

fibres Ms YT Hil Documant? HQ:ITONENO Sean 

. ies oN 2 I ( 1 2 eee iC, 4 eee oan 5 eae att 6 eee 08 ) ? 
mT, ti 00 





Qveu 1 Tf you have any problens, consult the printer manual Located next to the 


printer, or find me and IT wilt flu it. Gaod tues! 


0021.00 
0022.00 


THE LAST PARAGRAPH WILL BE SIMILAR TO THE FIRST PARAGRAPH, SO AFTER 


YOU TYPE CF9 TO CREATE YOUR PARAGRAPH, MOVE THE CURSOR OVER AND TYPE 


38 Al OVER THE HIGHLIGHTED 2, 


SECTION 7 - 43 


J 


TEXT Hil 
Fmt: | oC woe 
0019.00 
6970 1 If you have any preblems, consult the printer manual located next 
6020.01 to the printer, or find me and I will fix it. Good tuck! 
C071 .00 
0222509 
0623,00 Kimberlee benzsel 
0024.00 ASC Instructor 
0025.00 a 


CUR WRR ORR R REEL DOE: gam a ai ; 





TYPE IN THE LAST TWO LINES WITHOUT USING THE PARAGRAPHING FUNCTIONS 


BECAUSE THEY ARE JUST SIMPLE STATEMENTS, NOT PARAGRAPHS, 


PRESS CF1l To EXIT, 


TEXT EXIT FRCH EDIT 


Exit Editor -. Return ta Primary Menu CY noi y 











Update document named below (Yui 
Create document named below (YoNSs H 
Print document without formatting (Y Hye HM 
Document name: HOWTONENS 
File containing docusent. TEXTFILE2? 
Library containing file: TEXTLIB2 
Description. How te meta - Team 2 
Reseqoence document by Line nuaber (Y Nye 
Resequence document by calculating page/tine (Y ND: N 


TYPE IN THE DOCUMENT DESCRIPTION (BECAUSE YOU HAVE JUST CREATED 


Press ENTER. (DO NOT CHANGE ANYTHING ELSE!) 


SECTION 7 - 4Y 


TEXT PRIMARY MENU 


Select ane of the follcwing: 
1. Create or revice a document 
2. Prowse a docurent 
3. Print a decusent 
4. Fill ina form docunent 


Option: sale 


Hame of the document than stored: 
Docunent (blank for a list of documents): HOWTONEMO 
Fite (blank for a list of files). TEXTEILE? 
Library ¢ TEXTLIB? 


Within Text Managements 
Press HELP rey to displsey help text. 
Press CFL vey to exit. 
Press CF2 key to back up to the previous display in a series. 


CFé-Display messages 





TO REVISE THE DOCUMENT, HOWTOMEMO, TYPE 1 FOR THE OPTION, 
TYPE HOWTOMEMO FOR THE DOCUMENT NAME, 


MAKE SURE YOUR FILE AND LIBRARY ARE CORRECT, 


SECTION 7 ~ 45 


> 7 ry 
t+ a 
WE a 









TEXT 
Fmt: 


C 

B4 
C903. 
C004, 
0005. 
0006. 
0007 
0008. 
0009. 
0010 
OO1L, 
0012 
0013. 
0014 
0015. 
0014 
0017. 
0018 
0019. 
0020. 















1 


00 
00 
00 
00 
1 
00 
00 
\ 
00 
2 
00 
2 
00 
2 
06 
2 
00 
00 





Wil Docusent: PONTONENO Scans 
of. eee 1 eee Gees eean Peres ceererery rere eee: (aera coe DF vee eco & cee od 7 
weereeeaaePEGIHHINGrveeeeneas 
TO: Ronald Reager 


SUBJECT: Hou tc Start the IBM 5224 Line Printer 
DATE: October 25, 1983 


This is to let you know how to start up the IBM 5224 Printer tn 
case you are the first person that needs to use it in the morning. 
Here are the four easy steps that you should follow: 

1. Flip the Power-On switch up to the On position. 

2. Wait a few minutes until the warning beep is heard. 

3. Press the Reset and then the Ready buttons. 


4. Print your document using the easy-to-use System/38 Text 
Management Package. 


TO ADD EXTRA LINES AT THE BEGINNING, USE THE COPY AND 


LINE COMMANDS. 











TEXT Wel Docuszents KONTONEMD Scan. 
Fant’ i ol. eo 1 eee Cae a Yeas ee aoe ore ope eee Oo ene ove & cee oi) 7 
wemeonee ee PE GIG cereeea eae 
0001.00 
0001.01 
0091. 07st 
0001,05%8 
0001.04 Pedlernk? pH 
€992,00 Ui Grez Adszs 
0C03.00 SUBJECT: How to Start the I8M 5234 ne Printer 
0004.00 DATES October 25, 1983 . 
0005.00 , 
0004.00 ae 
0007 1 This ts te tet you know how to staré Mm 3M 5224 Printer in 
0008.00 case you are the first person that eee it in the morning. 
0007.00 
OO10 1 Here are the four easy steps that you snould follow: 
4011.00 
0012 2 1. Flip the Pewer-On switch up to the On position. 
0013.00 
0014 2 2. Sait a few minutes until the warning beep is heard. 
6915.00 
0014 2 J. Press the Peset and then the Ready buttons. 











BEFORE 4 


TO CHANGE THE NAME TO GREG ADAMS, TYPE THE NEW NAME OVER THE 
TOP OF RONALD REAGER. 


TO REMOVE THE WORD “LINE”, POSITION YOUR CURSOR ON THE “L” 
AND PRESS THE UPPER SHIFT AND DELETE KEY SIMULTANEOUSLY..vesne—- 
FIVE TIMES (ONE TIME FOR EACH LETTER AND SPACE), 


SECTION 7 - 46 


64 


thd 


i 


ae 


~ TEXT Hil Docurans: MONTONENO Scan: 

Fmts | ule e 2 cas 3 Sawa W sas 
sauunooene PEGI) Secaeseaenn 

0091.09 

00C1.01 

001.62 

0901.03 

6091.04 

CO02.0) TO: Grey Alsts 

0093.09 SUSZLECT: How to Start the IPM 5224 Printer 

0604.00 |", Inday’s date, 1984 


OCO7 Rites to Let you know how to Start up the IPM 5224 Printer in 


0608.00 ' you are the first person that needs to use itt in the morning. 
0069.00 , 


0010 | Here are the four easy Steps that you Should follow: 
0014.00 


OO12 2 J. Flip the Power-On switch up to the On position. 
0013.00 


0014 2 2. Wait a few minutes until the warning beep is heard. 
0015.00 


0016 2 3. Press the Reset and then the Ready buttons. 





TYPE IN TODAY'S DATE OVER THE TOP OF OCTOBER 25.... 


a 


TO REMOVE THE PHRASE “THAT NEEDS” FROM THE FIRST PARAGRAPH, 


POSITION YOUR CURSOR ON THE FIRST LINE OF THE PARAGRAPH 
AND PRESS CFl12, 


USE THE DELETE KEY (AND UPPER SHIFT KEY) TO REMOVE THE PHRASE, 


PRess ENTER. 





TEXT Hel Document: HONTOMENO Scan: 
Fnnts i ole cee 1 ver ore 2 ene cee Soave eest 9. i8% nae OF ewe coe & cote wed 7 
0904.00 | 
0007 | This is to let you /now how to start up the TEM 5224 Printer in case you 
are the first person eeds to use it in the morning. 


0009.00 
0010 1 Here are the four easy steps that you should follow. 


SECTION 7 - U7 


wait 


A f TEXT 
. Fes. 


0006.09 


0007 


1 


1 


00¢8.00 
0097.00 
C910 
0611.09 
COL? 
0013.00 
0014 2 
0015.00 
0016 
0017.00 
9018 
0017.00 
0629.00 


C021 


1 


4 


4 


4 


1 
4 


| 


0022.00 
0023.00 
0024.00 
0025.00 
0024.00 





Hil Document: MONTONENO Scan: 
ahs eee 1 eee Rant eect piste de eesrleae. 4 ee6 646 Das ae bo eies 10) 7 


This is to let you }now how to start up the IBM 5224 Printer in 
case you are the first person to use it in the morning. 


Here are the four easy stess that you shauld follow: 


Flip the Power-On switch up to the On position. 





Hait a few minutes until the warning beep is heard. 
Press the Reset and then the Ready buttons. 


Print your document using the easy-to-use System/38 Text 
Managenent Pacts9s. 


you have any probleans, consult the printer manual located next 


the printer, cr find me and [ will fix it. Good luck! 


Kimber lea llenzel 
ASC Instructor 


TO MERGE THE FIRST AND SECOND PARAGRAPHS, POSITION YOUR CURSOR 
AS INDICATED AND PRESS CF24, 


TEXT 


Fmt: 


0005. 


1 
09 


0007- 1 


QOO0E. 
0010. 
OOll. 


0012 


0013. 


0014 


0015. 


0016 


0017. 


0018 


0019, 


00 
00 
00 
2 
00 
2 
00 
2 
00 
2 
00 


0020.00 


0021 


0022. 
0023, 
0024, 
0025, 
0024. 
0027. 


1 
00 
00 
00 
00 
00 
00 





Hel Documant: HONTONENO Scan: 
ofa eee 1 eee ee 2 ea fear do Melina 4 as iid e086 coe & tee oe) 7 


This is to let you know how to start up the IBM 5224 Printer in 
case you are the first person to use it in the morning. Here are 
the four easy sters that you should follow. 


é 


1. Flip the Power-On switch up to the On position, 


2. Hait a few minutes until the warning beep is heard. 





Press the Reset and then the Ready buttons. 


Print your document using the easy-to-use System/38 Text 
Hanagetent Package. 


you have any problems, consult the printer manual located next 
the printer, or find me and [ will fix it. Good tuck! 


Kimberlee tlenrel 
ASC Instructor 


(THAT WAS EASY!) 


SECTION 7 - 48 


ve 


TEXT 

Fmt, 2 sla ale 

0011.00 

0012 21, Flip the Pessr-On suitch a te the On fosition. 


0013.00 
0014 2 2. Hait a few minutes until the warning beep is heard. 





TO REMOVE THE WORD “UP” IN STEP 1, POSITON YOUR CURSOR ON THE 


FIRST LINE OF THE PARAGRAPH AND PRESS CF12, 
USE THE DELETE KEY TO REMOVE THE WORD “UP”, 


TEAT Hei Document: KONTONEND Scan: 
Fit: 1 ofa eee { eee ene a oon eee 3 afore eacire 4 a a a ey 5 ose eve é eee te ) 7 
0020.00 
0071 i If you have any grosiets, consult the TPM S22Printer Manual located next 


to the printer, or find me and [ will fir it. Good mick! 





ar i 
ott 8 ae 























0023.00 
0024.00 


TO INSERT THE PHRASE "IBM 5224", Use CF12 (TO ALLOW 
AND THE INSERT KEY (TO ALLOW YOU TO INSERT). 


Press ENTER, 
(ALSO CAPITALIZE THE WORDS “PRINTER” AND “MANUAL”, ) 


SECTION 7 - 49 


YOU TO UPDATE) 


a 


Gc. TEXT 


PARAGRAPH ~ = - MARGINS ~ - - PARAGRAPH BLANK LINE 


FORMAT 


_ PARAGRAPH FORMAT OPTIONS 


ALIGH INDENTATION BEFORE 
RIGHT RIGHT PARAGRAPH 


(YN) 


Lad 
— 


og | I=I: 


‘- 


pa 


Any changes made on this display will cause the paragraphs in the 
document to be adjusted using the new definition. 


CF3-Paragraph Format Extended Options 





TO CHANGE THE MARGINS TO 15 AND 50, USE CFI1/7. 


REMEMBER TO CHANGE BOTH PARAGRAPH FORMATS, SO EVERYTHING 
LINES UP LIKE IT SHOULD. 


baa PRess ENTER, 











LINE UP CORRECTLY. 


TEXT Wil Document: KOMNTONEMO Scan: 
Fie S:. Ga. ate PD Gavilined wee ea) Cid: Gia BF aae: Fee) ue ewe 6. aeenwew 
0001.02 
0001.03 
0001.04 (ee oh 
0002.09 TO: Pagal Adazs 
¢903.00 SUT Sey te Start the IE4 5224 Printer 
0004.00 DAle “uM. oday's date, 1984 
C095,.C0 
0994.00 
0007 1 This 15 to let you wnow how to start 
0628.09 up the [84 5224 Printer in case you 
0019.09 ar2 tha first person to use it.in 
0010,01 the morning. Here are the four easy 
0010.02 Steps that you should follow! 
0011.00 
OO12 2 1. Flip the Power-On switch to the 
0912.24 On position. 
0013.00 
0014 2 2. bait a few minutes until the 
0014.01 warning beep is heard, 
0015.00 
0016 2 3. Press the Reset and then the 

Sore a’ 

we NOTICE HOW THE SECOND LINES OF EACH PARAGRAPH 


Press CFl To EXIT. 
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TEXT EXIT FROM EDIT 


Exit Editor - Return ts Prisary Nenu (yts 
Update document nated belcu (yn): 
Create document named below CY Ns MN 
Print document without formatting (Y He 


x 
al 


Document names HOWVTONENC 
Fite containing decusant: TEXTFILE? 
Library containing files TEXTLIB2 


Description. How to memo - Team 2 
Resequence document by line nurber (Y ND: 


Resequence document by Calculating page/iine (Y Nde He 





\e THIS WAS A REVISION, SO NOTHING ON THIS SCREEN NEEDS TO BE 
PRESS ENTER. 
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CHANGED, 


Se 


Step 3S; 


TEXT PRIMARY HENU 


Select one of the following: 
1, Create or revise a document 
2. Browse a document 
3, Print a document 
4, Fill ina form document 


Options 1 


Name of the document when stored? 








Document (blany for a tist of documents); OUTLINE 
File (blank for a List of files)? TEXTFILE? 
Library 3 TEXTLIB2 


Hithin Tert Management: 
Press HELP hey to display help tert. 
Press CFi key to ert, 


Press CF2 vey to back up to the previous display In a series. 


CF4-Display messages 


TO CREATE A DOCUMENT, TYPE lL FOR THE OPTION, 
TYPE QUILINE FOR THE DOCUMENT NAME, 


MAKE SURE YOUR FILE AND LIBRARY NAMES ARE CORRECT, 


i. 7 . Tee Slee OG Wo, 
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CCIE CT EI ESSEC UTEP ESS | 
Document OUTLINE added to fille TEXTFILE2.TEXTLIB2. 


TO MAKE ALL THESE TEMPORARY LINES PERMANENT, POSITION YOUR 
CURSOR ON THE TOP LINE AND HIT THE SPACE BAR. POSITION YOUR 
CURSOR ON THE BOTTOM LINE AND HIT THE SPACE BAR, 


TEXT Hel Documents OUTLINE 
Fits 1 ( 1 see eee 2 coe tee 3 


0001.00 

0002.00 

CT How to Pop Popcorn 
0004.00 

0005.00 

0006.00 

0007.00 | 
0008.00 

0009.00 

0010.00 

0011.00 

0012.00 

0013.00 

0014.00 

0015.00 

0016.00 

0017.00 

0018.00 

0019.00 

PRARREMRAERRREND ORME EE 





TYPE IN THE NAME OF YOUR OUTLINE ON THE LEFT MARGIN. 
YOU CAN USE THE CT LINE COMMAND TO CENTER YOUR TITLE PROVIDING 


THAT YOUR EXISTING PARAGRAPH MARGINS ARE SET UP AT 1 AND 68 (oR J 
CLOSE), . ; 


NOTICE WHERE THE “C” IS. ON THE SCALE LINE. 
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- TEXT PARAGRAPH FORMAT OPTIONS 


PARAGRAPH - ~~ MARGINS - - - PARAGRAPH BLANK LINE 
FORMAT ALIGN INDENTATION BEFORE 

ID LEFT RIGHT RIGHT SPACES PARAGRAPH 

(Y N) 


-_ 


—< 
Piidtatlts 
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Bias 
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. Any changes made on this display will cause the paragraphs in the 
documant to be adjusted using the new definition. 


CF3-Paragraph Format Extended Options 





BEFORE YOU START TYPING IN YOUR PARAGRAPHS, YOU MAY WANT TO 
SET UP A PARAGRAPH FORMAT TO ACCOMMODATE THEM. 


THIS PARAGRAPH FORMAT WILL ALLOW THE FIRST LINE TO EXTEND 
BEYOND THE LEFT MARGIN 9 SPACES. 
(YOU WILL SEE WHY IN A MINUTE.) 


PRESS ENTER, 


TEXT 
Fats 1 


0001.00 

0002.00 

0003.00 How to Pop Popcorn 
0004.00 

0005 1 Step 1: Gather needed materials, 

0005.01 

0008 1 = popcorn 

0006.01 

0007 1 ait 


0007.01 
0008 1 - large kettle 


0009.00 
0010.00 
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CONTINUE TYPING IN THE LINES OF YOUR OUTLINE USING THE 
EXISTING PARAGRAPH FORMAT l. 
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ina oi TEXT Wil Document: OUTLINE Scant ) 
be oe ; Fats i cts eee 1 @eoe ate 2 eee eae 3 os eloee 4 eee cee 5 een ee é eee oe) 7 : 
a auceneaemaBEGIHN[ Gsaneaaanas 
1 0001.00 
0002.00 
0003,00 How to Pop Popcorn 
1004.00 
Step 1: Gather needed materials. 
popcorn 
oll 
0007.01 
0008 1 large kettle 
0008.01 
0009 1 targe bowl 
0009.01 
6010 I salt 
butter or margarine (optional) 
tJ 
LET'S PUT THE INGREDIENTS IN A DIFFERENT FORMAT... 
i, TEXT PARAGRAPH FORMAT OPTIONS J 
Se PARAGRAPH - -— —- MARGINS - - - PARAGRAPH BLANK LINE 
FORMAT ALIGN INDENTATION BEFCRE 
ID LEFT RIGHT RIGHT SPACES PARAGRAPH 
(Y N) (YN) 
1 13 _@ on ea) if 
2 _14 _ 48 N =? N 
; pe: eit, <a = pina — 
"Any changes made on this display will Cause the paragraphs in the 
document to be adjusted using the new definition. 
CF3~-Paragraph Format Extended Options 
CREATE THE NEW PARAGRAPH FORMAT. 
Ns 
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. TEXT 
( F Fat: 1 


0001.00 
0002.00 
0003.00 
0004.00 
0005 1 
0005.01 

- PP2 
0006.01 
0007 1 
0007.01 
0008 1 
0009.01 
0009 1 
0009.01 
oo10 1 





PP2 

0012.00 
0013.00 
0014.00 





USE THE BLOCK PARAGRAPHING LINE COMMAND TO ASSIGN THE NEW 


FORMAT 2 TO THE 


TEXT 
Fmt: 1 


0001.00 
0002.00 
0003.00 
0004.00 
0005 1 
0005.01 
0006 2 
0008.01 
0007 2 
0007.01 
0008 2 
0008.0! 
0009 2 
0009.01 
0010 2 
0010.01 
OOlL 2 
0012.00 
0013.00 
0014.00 


Kel Documents OUTLINE Scan: 


of, eee 1 eee eee 2 eee e886 3 seelCeae 4 eens 808 5 aoe e008 & aes ood 7 


mies eBE GINNING a ete 


How to Pop Popcorn 
Step 1: Gather needed materials, 
- popcorn 


- oil 


large kettle 
~ large bowl 


= salt 


0010.01 © 


butter or margarine (optional) 


INGREDIENTS. 


Wil Document: QUTLINE Scan: 


ole eee 1 eee cae 2-104 wae DB cae Cea 4 eee ese DS ene coe & ae od 7 


WetaeeeeeeBEOIHNINGe ea akeeeee 


How to Pop Popcorn 
Step 12 Gather needed materials. 
Popcorn 
oil 
large kettle 
large bowl 


salt 


butter or margarine (optional) 


0 paragraphs a ait 5 aragraphs adjusted. 





NOTICE HOW THEY ARE ALIGNED. 
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TEXT Hit Document: OUTLINE Scans 
Fmts 1 ole coe 1 cue one 2 cee coe 3 eaebooe A sae oes 3 coe cae & eve ood J 
wanmsdaneeaBEGINNINGatantnanan 
0001.00 
0002.00 
0003.00 How to Pop Popcorn 
0004.90 
0005 1 Step 1? Gather needed materials. 
0905.01 
0006 2 ~ popcorn 
D 
0007 2 - oil 
D 
0008 2 - large kettle 
D 
0007 2 - large bowl 
D 
0O10 2 - salt 
D 
OOlL 2 - butter or margarine (optional) 
0012.90 
0013.00 
0014.00 


LET'S DELETE THOSE EXTRA LINES IN BETWEEN, 


MUCH BETTER! 


TEXT 
Fats 1 


0001.00 
0002.00 
0003.00 
0004.00 
0005 1 
0005.01 
0006 2 
0007 

0008 

0009 

0010 

0011 

0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 
0019.00 





Wel Document: OUTLINE Scans 


Ce eee 1 eee aanet ee ee Ear wR OF eae re” ee CierG were ne ees 
BERRAHERENBEOCINNINGS ROR RAR 


How to Pop Popcorn 
Step 1: Gather needed materials, 


- popcorn 
oil 
large kettle 
large bowl 
Sait 
butter or margarine (optional) 
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CONTINUE TYPING IN THE REST OF THE PARAGRAPHS USING FORMAT 


TEXT 
Fats 2 
0008 2 
0007 2 
0010 2 
OO1lL 2 
0012 2 
0013.00 
0014 1 
0015.00 
0014.00 
0017.00 
6018 1 
0018.01 
0018.02 
0019.00 
0020 1 
0020.61 
0020.02 
0021.00 
0022.00 


Wil 


Document: OUTLINE Scan: ; 
ete @ee I ol eleee 2 eee @68 3 aoe @064 aCoee eae 3 @ee 866 6 tee oe) ? 

- oll 

= large kettle 

- large bowl 

- Salt 


Step 2: 


Step 3: 


Step 43 


- butter or margarine (optional) 


Pour enough oil in the kettle to cover half of the 
bottom. Add two kernals of corn to the oil and put the 
kettle on the stove at a medium temperature, 


Hhen the two kernals pop, add enough popcorn to cover 
the bottom of the kettle (a single layer of popcorn 
only). 


At the very point in time when all the popcorn is 
finished popping, take the vettle off the stove. Pour 
the popcorn into the large bowl, 


MEARE ERREND EME 





TEXT 
Fnts 1 
0916.00 
6017.00 
0018 1 
0018.01 
0018.02 
0019.00 
0020 1 
0020.01 
0020.02 
C 
A? 





WHEN YOU NEED MORE LINES, USE THE COPY AND AFTER LINE COMMANDS. 


Wil 


Document: QUTLINE Scan: 
«ek eae 1 .¢. Pec. 2. hesese rae Sees ee Oo aaa eet os wisce wee & cee oe) 7 
Kettle on the stove at a medium temperature. 


Step 3: When the two kernals pop, add enough popcorn to cover 


the bottom of the kettle (a single layer of popcorn 
only). 


Step 4: At the very point in time when all the popcorn is 


finished popping, take the kettle off the stove. Pour ’ 
the popcorn into the large bowl. - 


Step 5S! Add the following ingredients in desired amounts. 
Mewes 
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61S 


= ie ae TEXT Hil Document: OUTLINE Scan: 
don Fatt’ 2: welcsae DE ie Sie 2s Che SD ies te Cee eae S ven 2406) ee 40) 7 
= 0020.02 the popcorn into the large bowl. ; 
0021.00 
0022 1 Step S: Add the following ingredients in desired amounts: 
0023.00 
0024 2 - salt 
0025 2 - butter (or margarine) for those of you who honestly 
0025.01 believe that they can afford the calories. 
0026.00 
0027 1 Step 6: Grab tha bowl of freshly popped popcorn, a beverage, 
0027.01 your favorite chair (or piece of carpet) in front of the 
0027.02 television, and enjoy your favorite late night movie. 
0028.00 
0029,00 
6030.00 
0031.00 

RERERER EO REREND CRA 
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WHEN YOU ARE FINISHED, PRESS CFl TO EXIT. 


TEXT EXIT FROM EDIT 


Exit Editor - Return to Primary Menu (Y NI Y 
Update document named below (Yio: y 
Create document named below (Y tot N 
Print document without formatting (Y NOS 


Document name; OUTLINE 
File containing document: TEXTFILE2 


are ADS 


Library Containing file: TEXTLIB? 


Description: Outline of How to pop popcorn - Team 2 


Resequence document by line number (YN): Y 
—-or> > 


Resequence document by Calculating page/Line (Y N)e N 





THIS IS A NEW DOCUMENT, SO YOU WILL NEED TO FILL IN THE 
DESCRIPTION LINE AND PRESS ENTER. 
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Step 6% 


TEXT PRIMARY MENU 


Select one of the following: 
1. Create or revise a document 
2. Browse a document oa 
3. Print a document 
4, Fill tna form document 


Options 1 


Name of the document when stored: 
Document (blank for a List of documents): QOHMEMO 
File (blank for a list of files): TEXTFILE2 
Library 3 TEXTLIB2 





Hithin Text Management: 
Press HELP key to display help tert, 
Press CFl key to exit. 
Press CF2 key to back up to the previous display In a series, 


CF4é-Display messages f \ 





TO CREATE A NEW DOCUMENT, TYPE L FOR THE OPTION, 
TYPE QOHMEMO FOR THE DOCUMENT NAME, 


MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT, 


TEXT Hel Documents QOHMNENO Scan: ; 

Fatt 1 Gib awe © ie weed cee aie 3 vei ave C see soe FD see 000 & soe ood # ‘ 
waeeesenRaePEGIIETNGsssareanee 

0001.00 

0002.00 

0003.00 

0094.00 

0005.00 

0004.00 

0007.00 

0008.00 

0007.00 

0010.00 

0011.00 

0012.00 

0013.00 

0014.00 

0015.00 

0016.00 

0017.00 

0018.00 

0019.00 
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MAKE THOSE TEMPORARY LINES PERMANENT, 


TEXT Wei Documents QOHMEHO Scans 
Fats | aol soa l of. oe 2 eee ose 3 one eel ek Were Oe ease coe & ene a? 
MESRHRARRHEEGTNNING AHR eee 

6001.00 

0002.00 

0003.00 

0004.00 

0005.00 XAXXA AAA AXXAAAAXAXAXAXXAXXX 
0006.00 

0007.00 

0008.00 

0009.00 

0010.00 

0011.00 

0012.00 

0013.00 

0014.00 

0015.00 

0016.00 

0017.00 

0016.00 

0019.00 
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TYPE THE FIRST LINE OF X‘S IN WITHOUT USING A PARAGRAPH FORMAT. > 


ae eed, =_a 
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on TEXT Hel Document: GOHMEMO Scant 

( . Fat: 1 ool ove A ole ee ae cos 3 vee Te oe ae ae OD es oon & eon oo) 7 
" , waeaeeeeeeBE GIN HGaeeeee rene 

0001.00 

0002.00 

0003.00 

€004.00 

C XA AAA AX XXAXXXAXANAAXXAXXX 

B2 

0007.00 

0008.00 

0009.00 

0010.00 

0011.00 

0012.00 

0013.00 

0014.00 

0015.00 

0016.00 

0017.00 

0018.00 

0019.0 
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USE THE COPY AND BEFORE LINE COMMANDS TO CREATE 3 LINES OF X‘S. 


TEXT PARAGRAPH FORNAT OPTIONS 


PARAGRAPH Ss a MARGINS == PARAGRAPH BLANK LINE 
FORMAT ALIGH INDENTATION PEFORE 
1D LEFT RIGHT RIGHT SPACES PARAGRAPH 
(YN) (Y 4) 
I a 


ee reahe 
TTT TT bs 


MITT ITT 


Any changes made on this display will cause the paragraphs 
document to'be adjusted using the new definition. 


CF3-Paragraph Format Exiended Options 





C: Now, LET'S SET UP A PARAGRAPH FORMAT FOR OUR PARAGRAPHS. 


-- Be 3 moe 


- 
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TEXT Hil Docurent: CCHKEMO Scans 
Fant: 1 aC, wea 1 aes alert oaks Cee ate. ag bate ca @eon ecta Dar ace ii (Oe He re ers 


amenseeaeaBPGiieiliiGeaestenene " 
0001.00 ! 


0002.00 


0993.00 
0604.00 
6205.00 0600090 000000000000860000; 
0005,01 100000800 0096000600 0000880) 
0905.02 XXX KAN AAA AAA KAA AAA LAA AX 
0296.00 


€907.00 Dear XXXXXXXAXX XANAX KAAS 
69c8 00 
0009 1 Please check the quantity on hand for the following supplies and determi 


ne if wa have received any of tnese supplies yet. This is the first review of t 
he.new ordering procedure ard your farsonsl attention would be appreciated. 


ere reer lt Et SS 


0010.00 
0011.00 





Press CF9 TO CREATE THE PARAGRAPH AND TYPE THE INFORMATION, 
PRESS ENTER, 


TEXT Hil Document’ QCHMENO Scan: ) 
Fant! jo 4k pada j aa ee 2 oe eee 3 Are Ce 4 eof ieatet a e@eo8 [| & ean wad 7 
wenneemeneBbeOliNINGeeranenare 2, 


0601.09 7 
0202.00 


AX AXAXAA A AAA AXA AMAA AA AK AK LX 
XXXMAX KAA LAN AXA NAAN AA LA XK 
XANAX AAA AAA AXA AXA AKA AAK KAN 


Dear XXXXXXNXAXKAAXANAAANY 


Please check the quantity on hand for the following supplies and 

determine if wa have received any of these supplies yet. This is 
0999.02 the first review of the new ordering procedure and your personal 
0209.03 attention would be appreciated, 


0010.00 
GO11.00 lien Number Description Quantity on Hand 
CO12.09 
her C XXXX AX XA X MA AXA AK KALKAAXX XXXXXX 
Co ispy 8 
es) I 0015.00 





AGAIN, TO CREATE MULTIPLE LINES, USE THE COPY AND BEFORE 
LINE COMMANDS. 


NOTICE THAT THE LEFT MARGIN OF OUR PARAGRAPH DOES NOT LINE 
UP WITH THE “DEAR”, 2 





PRESS CF17 TO CHANGE THE PARAGRAPH FORMAT, 
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: Se TEXT | PARAGRAPH FORMAT OPTIONS 


PARAGRAPH ~ ~— ~ MARGINS - ~ - PARAGRAPH BLANK LINE 
, FORMAT ALIGN INDENTATION BEFORE 
1D LEFT RIGHT RIGHT SPACES PARAGRAPH 
(Y N) , (Y N) 
A N _o v 





Any changes made on this display witt cause the Paragraphs in the 
document to be adjusted using the new definition, 


CF3-Paragraph Format Extended Options 


= o TEXT Hi} Document! QOHMEMO Scan! 


os Fmti 1 oof oe 1 aoe vac e aoe ee Wer Ca. 4 ae i ieee Oy ae eee Boa as aaa ed 


0007.00 Dear XXXXXXXXXXAXXXXXXXXX: 
0008.00 





Please check the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would be appreciated. 


Un". 0.04 


0011.00 ‘Item Number Description Quantity on Hand 
0012.00 

0013.00 XXXX XXX XKX AKA X AX XAXXXXXXX XXXXXX 
0013.01 XXXX XX XA XX AK AAX XA XK AAX XXX XXXXXX 
0013.02 XXXX XXX AA AXXAAKXA AK AX AXXX XXXXXX 
0013.03 XXXX XXXXXXAAAXAXAXXXAXXAXXAX XXXXXX 
0014.00 

0015.00 Sincerely, 

0016.00 

0017.00 JE Mathis, Director of Purchasing 

0018.00 

0019.00 


HARP REEMA ERE ND ORR REE 


THAT WAS EASY! 
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Fmts 1 


“phe 


0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
0005.01 
0005.02 
0006.00 
0007.00 
0008.00 
6009 1 
0009.01 


0009.02 


0007.03 
9010.00 
0011.00 
6012.00 
0013.00 
6013.01 
0013.02 


Hel Document: QOHMENO Scans 


oof tes j eee eee Qiese ree ere Gee's 4 eee ieee Do ies Ret O “esse ed 7 
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XX XXAXXAAAANAAAAAAAXAAAXAXAN 


XXX AA AK LALA AA KAA AAA KAKAXAN 10/24/83 


XXXANKXANKAAAXAAARA AA AAANAXXY 


Dear XXXXXXXXXANAAXARAAXAXS 


Please cheatk the quantity on hand for the fotlowing supplies and 
determine If we have received any of these supplies yet. This is 
the first “eview of the new ordering procedure and your personal 
attention ‘vould be appreciated. 


Item Number Description Quantity on Hand 
XXXX AXXX XXX AXXXXXXXXXXXX XXXXXX 


XXXX XXX AX XANAX XXXX AXA XXXXXX 
XXXX XXXAAXXAXAXAAAXAAAAA XX AXXXXX 





ADD THE DATE, AND PRESS CF1 TO EXIT, 


TEXT EXIT FROM EDIT 


Exlt Editor - Return to Primary Menu 
Update document named below 

Create document named below 

Print document without formatting 


Document name: QOHMEMD 
File containing document: TEXTFILE2 
Library containing file: TEXTLI82 


Descriptions Quantity On Hand Memo - Team 2 


Resequence document by line number (Y Ne Y 
Resequence document by calculating page/line (Y N)e No 





TYPE IN THE DOCUMENT DESCRIPTION AND PRESs ENTER, 
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TO PRINT THE LIST OF DOCUMENTS IN YOUR FILE, TYPE 1 FOR 


BLANK OUT THE 


MAKE SURE THE 


PRESS CF16 TO 


TEXT PRIMARY HENU 


Select one of the following: 
1. Create or revise a document 
2. Browse a document 
3, Print a document 
4. Fill tna form document 


Options 1 


Name of the document when stored: 
Document (blank for a list of documents): 


File (blank for a list of files): TEXTFILE2 
Library : TEXTLIB2 


Hithin Tert Management? 
Press HELP key to display help tert. 
Press CF1l key to erit, 


Press CF2 key to back up to the previous display in a serles. 


CF4é-Display messages 


DOCUMENT NAME. 





FILE AND LIBRARY NAMES ARE CORRECT, 


TEXT DOCUNENT LIST 
File: TEXTFILE2 Library: TEXTLIB2 

Enter new document name or select document from list below: 
Search descriptions 

Search from created date: 00/00/00 To created date: 
Locate document name beginning withs 


OPT DOCUNENT DESCRIPTION 
HOWTONcNO How to memo — Team 2 
HANEADOR Name and Address document-Team 2 
OUTLINE Outline of How to pop popcorn — Team 2 
QOHMENO Quantity On Hand Hemo - Team 2 
SUPPLIES Supply document — Team 2 


1-Select document Q@-Copy to new document 9-Remove document 


PRINT THE LIST, 


PRESS CFl TO EXIT. 
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01/24/84 


CREATED 

01/23/84 
01/20/84 
01/23/84 
01/24/84 
01/20/84 


CF14-Print List 





THE OPTION, 


oN 


+ 


mT) 


—. 
wm: 


YOUR LIST SHOULD LOOK SIMILAR TO THIS LIST. 


TEXT MANAGEMENT DOCUMENT LIST 
Files TEXTFILE2,TEXTLIB2 


DOCUMENT 
HOWTOMENO 
NAMEAUDDR 
OUTLINE 
QOHNENO 
SUPPLIES 


DESCRIPTION 


How to memo — Team 2 

Name and Address document-Team 2 
Dutline of How to pop popcorn — Team 2 
Quantity On Hand Memo - Team 2 

Supply document - Team 2 
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CREATED 

01/23/84 
01/20/84 
01/23/84 
01/24/84 
01/20/84 
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LAB SOLUTIONS FOR EXERCISE 4 


(~~ 
L 
Step 2; 
INSTEAD OF REVISING THE DOCUMENT OUTLINE, IT WAS COPIED INTO ANOTHER 
DOCUMENT AND THEN REVISIONS WERE MADE, 
NOTICE SOME OF THE REVISIONS THAT WERE MADE, 
LOOK ON THE PRINTED DOCUMENT TO SEE WHAT ACTUALLY HAPPENED (NEXT PAGE), 
c~ 
(S. 


» ie Me a ert 2. ee 
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How to Pop Popcorn 
61S ae 
wer “KP O 
&C es dh to - 
/oW yr «h4 Step 1, 
Gather needed materials. 
of — popcorn 
on-oil 
oh - large kettle 
oh ~ large bowl 
oh = Salt 
oh — butter or margarine (optional) 
kp off 
oKP On 
hd Step ddbape 
rour enough oil in the kettle to cover half of the 
0021.00 bottom, Add two kernals of corn to the oil and put the 
Py 2.00 kettle on the stove at a medium temperature. 
ey, kp off 
Sea KP ON 
er OO 
0026.00 «hd Step 33 
6027.00 When the two kernals pop, add enough popcorn to cover 
0028.00 the bottom of the kettle (a single layer of popcorn 
0029.00 only). 
0030.00 «kp off 
9031.00 «kp on 
oe 0032.00 
NO 0023.00 «hd Step 43 J 
0034.00 At the very point in time when all the popcorn is 
0035.00 finished popping, take the kettle off the stove. Pour 
0026.00 tha popcorn Into the large bowl, 
0037.00 .kp off 
0038.00 «kp on 
0039.00 
0040.00 .h& Step 3. 
0041.00 Add the following ingredients in desired amounts: 
0042.00 
0043 3 - Salt 
0044 3 - butter (or margarine) for those of you who honestly 
-6045.00 believe that they can afford the calories. 
0045.00 .kp off 
0047.00 .kKpP on 
0048.00 
- 0049.00 «hd Step 6: 
0039.00 Grab the bowl of freshly popped popcorn, a beverage, 
0051.00 your favorite chair (or piece of carpet) in front of 
0052.00 the television, and enjoy your favorite late night 
0052.00 MOVIE. 
0054.00 .kp off 
0053.00 
0054.00 
0057.00 .sk 4 
ee 0038.00 
ee 0059.00 spa J 
0060.00 .im (outline textfile? textLlib2) 
0061.00 «sk 8 ee ECT ee er 
0062.00 edocid — opn 


0063.00 spa 
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02/09/B4 
How to Pop Popcorn 


Gather needed materials. 


1. — popcorn 

26> ptt 

3. - large kettle 

4. - large bowl 

oe = Salt 

6. — butter or margarine (optional) 


Pour enough oll in the kettle to cover half of the 
bottom. Add two kernals of corn to the oil and put the 
kettle on the Stove at a medium temperature. 


When the two kernals pop, add enough popcorn to cover 


the bottom of the kettle (a single layer of popcorn 
only). 


At the very point in time when a,l the popcorn is 
finished popping, take the kettly off the stove. Pour 
the popcorn into the large bowl. 


Add the following ingredients in desired amounts: 


- salt 


- butter (or margarine) for those of you who honestly 
believe that they can afford the calories. 


Grab the bowl of freshly popped popcorn, a beverage, 
your favorite chair (or piece of carpet) in front of 


the television, and enjoy your favorite Late night 
MOVIG. 
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How to Pop Popcorn 
Step 1: Gather needed materials. 


— popcorn 

oil 

~ large Kettle 

- large bowl 

- salt 

- butter dr margarine (optional) 


Step 2: Pour enouch oil in the kettle to cover half of the 
bottom. fidd two kernals of corn to the oil and put the 
Kettle on the stove at a medium temperature. 


Step 3: then the two kernals pop, add enough popcorn to cover 
the bottom of the kettle (a single layer of popcorn 


Step 4: At the very point in time when all the popcorn is 
finished popping, take the kettle off the stove. Pour 
the popcorn into the large bowl. 


Step 5: Add the following ingredients in desired amounts. 


Ren ~ salt 
—- butter (or margarine) for those of you who honestly 
believe that they can afford the calories. 


Step 46: Grab the bowl of freshly popped popcorn, a beverage, 


your favorite chair (or piece of carpet) in front of the 
television, and enjoy your favorite late night movie. 
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Step 


PRIMARY MENU 


Setect ore of the following: 
1. Create or revise a document 
» Browse a docurent 
» Print a documens 
© Fill ina form document 


Option: 3 


Name of the document whan stored} 
Document (blanb for a list of documents): 
File (blank for a list of files): 
Library ; 


bHithin Tert tlanageaent’ 
Press HELP vey to disalay help tert. 
Press CFi rey to exit, 


SUPPLIES 


TEXTFILE2 
TEXTLIB2 


Press CF2 key to back up to the previous display in a series. 


CF&46-Display messages 





TO PRINT A DOCUMENT, TYPE 3 FOR THE OPTION, 


TYPE THE NAME OF THE DOCUMENT, FILE AND LIBRARY, 


PRESS ENTER, 


SELECT A PRI 


TO TEMPORARILY OR PERMANENTLY CHANGE THE PRINT OPTIONS FOR 
THAT DOCUMENT, TYPE EITHER *TEMP (TEMPORARY) OR *PERM 


(PERMANENT), 


TEXT PRINT MODE MENU 
Document: SUPPLIES Files TEXTFILE2 


Select docunent print moda: 
1. Interactive 


2. Batch 


Options 1 


Display/ch3nge print options (*NO #TEMP "PERN): 


Library: TEXTLIB2 





NT MODE, IN THIS CLASS WE WILL USE "INTERACTIVE", 
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TEXT PRINT OPTIONS 
y x Documents SUPPLIES Files TEXTFILE2 _  btbrary: TEXTLIB2 
Enter permanent changes. 


Display/change 
Printing davice options (YN)? 
Page headings and footings (Y NI: - 
Data files that control printing (Y¥ MM): 
Draft copy options (Y N)e 





j<|z:<|~ 


Print control 





Printer device type: #SYSPRT 
Printer file name (blank for a list): CSYSFET 
Library: GSvs_ 
Humber of copies: a 
Print pages 
From. 
To. 





Non-print character: 


TO KEEP THIS SIMPLE, ALL SUGGESTED CHANGES WILL BE MADE ON 
THIS DOCUMENT. 


TYPE Y FOR THE 3 OPTIONS INDICATED. 
v ALSO TYPE “2” FOR THE NUMBER OF COPIES. 
PRESS ENTER. 


TEXT 


Headings: 
Print headings 


Document? ‘ ile: Library: #LIBL 
or rey heading; : 





Footings: 1ST PAGE AFTER 1ST PAGE 
Print footings Ne ON Y 


Document: Files Library! s#LIBL 
or key footing: 


et 
Ts tA th SS er toro PSP SASSER vee 





Nes WE WILL MAKE THIS COPY A ROUGH DRAFT, SO LET'S PRINT 


"DRAFT COPY” AT THE TOP OF EVERY PAGE, © i 
Press ENTER. 
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TEXT DRAFT COPY OPTIONS 
Document: SUPPLIES Fite: TEXTFILE2 Library: TEXTLIB2 
Enter permanent changes: 


Print llne number (Y N)$ 


Editing-changes flag (characters): 
Starting column: 
Flag changes after this date! 01/20/84 





TYPE Y TO PRINT THE LINE NUMBERS (ON THE LEFT MARGIN), 


TEXT : SYSTEM FRINTER OPTIONS 
Documents SUPPLIES Fite: TEXTFILE2 Library: TEXT A 
Enter permanent changes: 


First print tine: 

Last print line: 

Length of printer form (tines): 
Lines per tnch (4 686 9): 

Line spacing (1 2 3): 

Forms types 

Additional lteft-margin space! 


Characters per inch (10 15): 

Output file name! 4 

Output queue: aS : 
Library. 





CHANGE THE FIRST PRINT LINE AND ADDITIONAL LEFT-MARGIN SPACE 
AS INDICATED. 


(MORE CHANGES CAN BE MADE, THIS IS JUST AN EXAMPLE, ) 


PRess ENTER. 


we Oe OM ae 
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2400 DRAFT COPY 


1.00 

2.00 02/09/84 
3.00 

4,00 The Johnson Supply Co. Ltd. 

3-00 15006 Main Street 

6.00 Rolling Meadows, IL 60009 


7.00 
8.00 Dear Mr. Thompson, 
9,00 
10.00 At the present time, we are making plans for next year's 
11.00 supplies.» In examining our stock, we have discovered 
12,00 shortages In the items Listed below, 
13,00 
14,00 Please notify us aS soon as possible whether you can 
15.00 supply us with the following these items in the 
16.09 Quantities we need, and advise us when we can expect 
17.00 delivery. 
Ce 18.00 
: 19.00 Quantity Item 
20,00 
21.00 10 Pencils 
22,00 20 Pens 
23,00 30 Tablets 
24.00 40 Erasers 
2500 50 _ Ink Bottles 
26.00 65 Rulers 
27.00 
28,00 
29.00 Yours truly, 
30,00 
31,00 


32,00 C. Brandt 
33,00 Project Manager 
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TEXT PRIMARY KENU 


Select one of the following: 
1. Create or revise a document 
2. Browse a docunent 
1, Print a docunent 
4. Fill ina form document 


Options 3 






Hane of the ot aA Ss Stored: 
Document (b euzt= apie '5* cf documents): HONITONEMO 
Fite (bla ongy list of files): TEXTFILE? 


"Within Tert Management: 
Press HELP vey to display help tert, 
Press CFl key to exit. 
Press CF2 key to back up to the previous display in a series. 


CFé-Display messages 


TAKE OPTION 3 TO PRINT THE DOCUMENTS, HOWTOMEMO AND QOHMEMO, 


(MAKE WHATEVER CHANGES TO THE PRINT OPTIONS YOU 


(PRINT THESE TWO DOCUMENTS AS DESIRED.) 


“TEXT PRIMARY MENU 


Celect one of the following: 
1. Create or revise a document 
2. Browse a document 
x. Print a document 
4. Fill ina form document 


Cation: 3 


OCHNEMO 
TEXTF ILE? 
TEXTLIB2 


Hithin Text Managerent: 
Press HELP hey to display help tert, 
Press CF! key to exit. 
Press CF2 key to back up to the previous display ina series. 


CF&é-Display messages 
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TO: 
SUBJECT: 
DATE: 


Greg Adams 
How to Start the IBM 5224 Printer 
Today's dat, 1984 


This is to let you know how to start 
up the ITEM 5224 Printer in case you 
are the first person to use it in 
the morning. Here are the four easy 
Steps that you should follow: 


1. Flip the Power-On switch to the 
On position. 


2. Wait a few minutes until the 
warning beep is heard. 


3. Press the Reset and then the 
Ready buttons. 


4. Print your document using the 
PaSy-to-use System/33 Text 
Management Package, 


If you have any problems, consult 
the IBM 5224 Printer Manual located 
next to the printer, or find me and 
Iwill fix ite Good luck! 


Kimberlee Henzel 
ASC Instructor 


SECTION 7 = 77 


ews” . 
~ «fe iia & Ce 
ie 


XXXXXXXXAXAXAXKXAKXKAX XAXXAX 
XXXAXXXXXAKXAXXXAXXAXXAXAXXAX 92/09/84 
XXXXAXXXXXXAXXXXXRXKAAAXXAX 


Dear XXXXXXXXXXXXXXXXXXXXs 


Please check the quantity on hand for the following supplies and 

determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 

attention would be appreciated. 


a. Item Number Description Quantity on Hand c™ 
ad 
XXXX XXXXXXXAXXXXAXXXXXXX XXXXXY, 
XXXX XXXAXAXXXAKAXXAKAXXX XXXXXX 
XXXX XXXXXXXXXXXXXXXXKXXX XXXXXX 
XXXX XXXXXAXXXAXXXXAXAX XX XXXXXX 
Sincerely, 


J E Mathis, Director of Purchasing 
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Step 24 


TEXT PRIMARY HENU 


Select one of the following: 
1., Create or revise a document 
7. Browse a document 
3, Print a document 
4. Fatt ina form decument 


Options 1 


Hame of the document when stored: 
Document (blank for a List of documents). CBSUPPLY 
File (blank for 2 dist of files): TEXTFILE? 


( ( . Library 3 TEXTLIB2 


blithin Text Management. 
Press HELP key to display help tert. 
Press CFl bey to exit. 
Press CF? vey to back up to the previous display ina series. 


CF4-Display messages 





TO CREATE A DOCUMENT, TYPE 1 FOR THE OPTION, 
TYPE DBSUPPLY FOR THE DOCUMENT NAME, 
MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT, 


we ere FO at Sys 
Tete tS oamee my, 
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| TEXT Hel Document: DBSUPPLY Scans 
& at Fits 1 eee eos 14..] vicar Ba ee OQ. hie oo C4 aan ees ean 6 UO eee ce) 7 


weceereeaeDEGTHNINGuenenaeuas 


@eeasesn 
eheacee 
veenees 
eeoenes 
teoucoe 
eeoetee 
oeoeoetvee 
peaeces 
eencece 
boe@qeeee 
eeeevoud 
evneevooen 
veecees 
eeeveoe 
peavece 
e@eeoar 
@eeueeon 
@eeovete 
eeeesves 
PEREEI COSC ES ISLS c eee eee) 


Document DESUPPLY added to file TEXTFILE2.TEXTLIB2, 





To COPY THE CONTENTS OF ANOTHER DOCUMENT INTO THIS DOCUMENT, 
PRESS CFO. 


TEXT SERVICES MENU 


Select one of the following! 

1, Display/change scan/substitute options 
2, Display current document in printed format on sptit display 
3. Display another document on solit display 

4. Copy another docunent to edit display 


J. Display fietds from data base member on split display 








is Copy field-Aro~'ata basa member to edit display 
: of data files that control printing 
8. options : 
Option 
Document/member: SUPPLIES Files TEXTFILE? Library: JTEXTLIB?2 


CF4é-Display messages 


TYPE 4 FOR THE OPTION, 

TYPE SUPPLIES FOR THE DOCUMENT NAME. 
Cc: MAKE SURE THAT THE FILE AND LIBRARY NAMES ARE CORRECT, 
Press ENTER, ee ae pen. aaa 


e 
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TEXT Hel Document: DESUPPLY Scan. 

Fmt: 4 ieee, 1 Ces has 2 kes iS 4H eee: ES one bia Oo aie ei Osa wd 7 
anoonaneaaPE Gti] iGaaeseceened 

0001.00 

0002.00 sdate 

0002.00 ‘ 

0004.00 The Johnson Supply Co. Ltd. 

0005.00 15904 Main Street 

0005.00 Rolling Meadows, IL £0008 





















0007.00 

| 0008.00 Dear Mr. Thompson, 

| 0009.00 
COO 4 At the sresent time, wa are making slans for next year's 
0011.09 supplias. [fn examining our Stocr, we have discovered 
0012.00 chortaces in the iteas listed below. 
613.00 
0914 4 Piease notify uS aS soon aS possible whether you can 
0015.00 Supply us with the following these items in the 
0014.00 quantities we need, and advise us uhen we Can expect 
0017,00 delivery. 
0018.00 
0019.00 Quantity Item 





0020.00 
33 lines copied from documant SUPPLIES file TEXTFILE2.TEXTLIB2, 







a + 
- 


NOTICE THE MESSAGE AT THE BOTTOM OF THE SCREEN, 





TO COPY PART OF ANOTHER DOCUMENT INTO THIS DOCUMENT, 


PRESS CF5, 





TEXT SERVICES MENU 


Select one of the following: 

1. Display/change scan/substitute options 

2. Display current document in printed format on split display 
3. Display another document on split display 

4. Copy another docusent to edit display 

5. Display fietds from data base member on spiit display 

& Copy fields from data base member to edit display 

7. Oisplay/change list of data files that control printing 

8. Display/change print options 





Option: 3 


—- 


; Document/members NAMSACDR File: TEXTFILE? Library: TEXTLIB?2 





CF4-Display messages 


TYPE 3 FOR THE OPTION. 
TYPE NAMEADDR FOR THE DOCUMENT NAME. 


ail MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT+ 
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TEXT Hil Document: D&SUPPLY Scan. 

Fmt; 1 vie wen Weel awe 2 eee aie DS tae awed wea os 3: See dee Oo ac cw 7. 
weeeneaeeee PEGI INGateereesan 

0001.00 

0002.00 edate 

0003.00 

oD The Johnson Supply Co. Ltd, 

0005.00 15006 Main Street 

DOD Rolling Meadows, JL 60003 

0007.00 

0008.00 Dear Mr. Thompson, 

0009.00 

Browse: NAMEADOR Hil Scans 

eeeeneamea BEGINING wee en ee een 

0001.00 Joseph P. Blast 

0002.00 9090 Hinchester Circle 

0003.00 Schamtorte, IL 69254 

0004.00 Mr. 

0005.00 

0006.00 Johnny Mathis 

0007.00 525 Slalom Street 

0008.00 Schamtorte, IL 600001 



















THE CURRENT DOCUMENT IS THE TOP HALF. 


FIRST DELETE THE NAME AND ADDRESS ALREADY THERE, 























TEXT Hil Docutent: DSSUPPLY Scans 
Fits 4 eee 000 1 (oe rh ae aes an co va vee O84 ae eee ae ee ee lar: 


weeaneeee aPC OI NNT POueeaeanene 









0001.00 
0002.00 sdate 
A 
0007.00 
0008.00 Dear Hr. Thompson, 
0009.00 
0010 4 At tha prasent time, we are making plans for next year’s 
0011.00 supplies. In eramining our stock, we have discovered 

0012.00 shortages in the items listed below. 

Browse: NAMEADOR bed Scans 

eeuecen eee EE GTi hGeresuarens 

EC Joseph P. Blast ° 
0002.00 9090 Hinchester Circle 
ce Schamtorte, JL é9254 
0004.00 Hr. 

0005.00 


0004.00 Johnny Mathis 
0007.00 525 Stalom Street 
0008.00 Schantorte, IL 600001 


USE THE COPY AND AFTER LINE COMMANDS TO COPY THE DESIRED 
INFORMATION FROM THE SELECTED DOCUMENT TO THE CURRENT DOCUMENT, 


lt 


“ow - =~ 
mmenettie tn tities eae ee nT Prmme - 
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TEXT bed Document: DESUPPLY Scan: 

Fit: 1 eee eee are | eee 2 icc tee 3 tee oo eC4 oon eee 5 cee toe & ave a) 7 
sasnaneeee SO GIMNilhiGuageantane 

0001.00 

6002.09 

0092.09 

0002.01 Joserh P. Blast 

0603.02 9699 Hinchester Circite 

0003.03 Schamtrorte, [L é9254 

0007.00 

0008.00 Dear Mr. Blast, 

0069.00 


Browse. NANEADOR 
museceeen mCP GINNINGreteeanans 
0001.00 Joseph F. Blast 
0002.00 9090 Hinchestrer Circle 
0003.00 Schantorte, Il, 6935 
0004.00 Hr. 
0065.00 
0006.00 Johnny Mathis 
0007.00 525 Statom Street 
0008.00 Schamtorte, IL 6090001 





TO GET RID OF THE SPLIT SCREEN, PRESS CF2, 
























TEXT He Document: DESUPPLY Scan: 





Fmt: 4 eons ‘as be Nas a ee are ae ar eer ora Gea tee 3D vee coe & eas o> 7 
0015.00 supply us with the following these items in the 

0014.00 Quantities we need, and advise us when we-can erpect 
0017.00 delivery. 

0018.60 

ob Quantity: Item 

0020.00 

Coste 19 Paacils 

0022.00 29 Pens 

0023.00 39 Tablets 

0024.00 40 Erasers 

0025.00 30 Ink Bottles 

OD 65 Rulers ‘ 
0027.00 

0028.00 

0029.00 Yours truly, 

0070.00 

0031.00 


0032.00 C. Brandt 
6033.00 Project Manager 
See EE NDR ae 


TO REMOVE THE COLUMNS OF INFORMATION, USE THE BLOCK DELETE 
LINE COMMANDS. | 


PRESS CF5 TO ENABLE YOU TO COPY FIELDS FROM AN EXISTING 
DATA BASE FILE, 


ate Sides, aut = ch Wa a ee 


Se ee ee 
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TEXT : SERVICES MENU 


Select one of the followings 





1. Display/change scan/substituta options 
2. Display current document in printed format on split display 
3. Display another document on split display 
4. Copy another documant to edit display 
5. Display fields from data base member on split display 
™ &. Copy fields from data base momber to edit display 
7. Oieplay/change list of data frles that control printing 
B. Display/change print options 
Options & 
Document/member: ITEM File: ITEM Library: OQTXT 





CF4-Display messages 


TYPE 6 FOR THE OPTION. 


TYPE THE DATA BASE MEMBER NAME IN THE FIRST SPACE, 


(YOU MAY NEED TO GET THIS NAME FROM A PROGRAMMER IN YOUR COMPANY.) 


TYPE THE DATA BASE FILE NAME IN THE SECOND SPACE, 


TYPE THE LIBRARY WHERE THE DATA BASE FILE IS LOCATED, 
IN THE THIRD SPACE. 













FIELD SELECTICH/ORDERING 
Fila: ITEM Library: QTXT Member: ITEM 





Select the fields to be displayed in the browse area by numbering then! 
ORDER FIELD LENGTH DESCAIIPTION 
_ 1 QTYOH FiO CUANTITY O't HAND 
2  DESCR ea) CESCRIPTION 
TTNNER 5 CATALOG ITEM MUMBER 
OTYaRD 7,0 CUANTITY ON ONDER 
PACR DOT 4,0 PACK ORDER DATE 






CF2-Services Display CFi-Edit Display 


THE ONLY FIELDS NEEDED FROM THIS DATA BASE FILE ARE THE 
QUANTITY ON HAND AND THE DESCRIPTION, — 


. ao - = - * - Pa . . 
a eee oat ea 


TYPE 1 FoR QTYOH (SO IT WILL BE LISTED FIRST), 


TY¥pe 2 FoR DESC (so IT WILL BE LISTED SECOND). 


~~. S — ot 


i" 


645 | 
Ja 77 
£( | TEXT FIELO SPACING ‘ 2 


oe Files ITEM Library: QUXT Member: ITEM 
dot You can change starting column of the field aS it appears on the browse line. 
COLUMN FIELD LENGTH DESCRIPTION 
| OTYOH 7,0 QUANTITY ON HAND 
DESCR 25 DESCRIPTION 


vat ot wom 5 a _ it 





CF2-Setection/Ordering Display CFi-Edit Display 


THIS SCREEN ALLOWS YOU TO CHANGE THE COLUMNS (LOCATION), 


WE WILL MOVE THE COLUMNS AFTER THEY ARE IN THE DOCUMENT, 
SO PRESS ENTER. | 2 
i 







TEXT RECORO SELECTION TEST 
File: ITEN Library. QTXT Member: ITEM 
Enter tests (0 datermine if a record is to be selected: 









FIELD REL TEST VALUE 
QTYCH LI 30 






AND/OR 

















—_ 
— 
— 


Relationship of test im this group to all additional grcuas: (AND OR): 
For additional tests, press ROLL. ty 
AND? Inctude records only if all tests are true. 
OR: Include record if any test is true, 
REL; EQ, NE, GT, LT, GS, LE, RG, LS 







Position cursor’ below and press ROLL to display alt fields. 














— FIELD LENGTH DESC IPT ICH 
eee es tee OTOH 710 - QUANTITY ON HAND 
TANGO ge DESC 25 DESCRIPTION 

dibs Sa 
0 


* 
< 
tee LTHBR 5 CATALOG ITEM NUMBER 
’ OTYORD a QUANTITY ON ORDER t 


THIS SCREEN IS ASKING IF YOU WANT TO SELECT ANY SPECIFIC RECORDS 
OFF THE “ITEM” DATA BASE FILE? : 


oS WE WANT ALL THE RECORDS WITH THE “QUANTITY ON HAND LESS THAN. 30”. 
TYPE QTYOH LT 30 IN THE PLACES INDICATED ON THE SCREEN, 
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ne TEXT Wit Document: CSSUPPLY Scan: 

q ,ocs fats Se -ke aks Css set Downeast BS said. weet Pouan ccna ear 7 f™ 
0015.00 SUPPly us with the fn ind these items in the | 

0014.00 Quantities we Netd, and advise us when we can expect 

0017.00 delivery. 

0018.00 

0027.00 

0028.00 

0029.09 Yours truly, 

0030.00 

0031.00 

0032.00 C. Brandt 

0033.00 Project Manager 

0034.60 QUANTITY 


0035.00 ON 

0036.00 HAND DESCRIPTICH 

0037.00 28 Hacksaw - 8 inch 
0038.00 25. Paint - white (gal) 
0039.00 23) Paint - blue (gal) 
0040.00 20 Paint - red (gal) 
0041.00 23. Paint - green (gal) 
0042.00 2) Decorator hinges black 
0043.00 28 Decorator hinges sitver 


, paiva 10 lines copied from data member ITEM of file ITEM.OTXT. 


THE INFORMATION IS AUTOMATICALLY ADDED AT THE END OF THE DOCUMENT, 
(TO HAVE PUT THE INFORMATION IN A DIFFERENT PLACE, YOU WOULD HAVE HAD 
TO PUT IN A TARGET BEFORE YOU PRESSED CF5.) 


‘~ NOTICE THE MESSAGE. 


™ 


SUPPiy US ek is fe towing these items in the 
0016.00 quantities we Netd, and advise us when we can expect 
0017.00 delivery. 
0018.00 
0027.00 
0028.00 
0029.00 Yours truly, 
0020.00 
0031.00 
0032.00 C. Brandt 
0033.00 Project Manager 
0034.00 Q ANTITY 

~ ON 
HAND DESCRIPTION 

Hacksaw - @ inch 

Paint — white (gal) 

Paint - blue (gat) 
0040.00 f) Paint - red (gal) 
0041.00 - Paint - green (gal) 


0042,60 Decorator hinges biack 
0043.00 Decorator hinges Silver 





c TO MOVE THE COLUMNS OF INFORMATION, USE A 3-STEP PROCESS ALONG WITH | 
cS THE CF18 KEY. — el 


STEP 1: POSITION CURSOR ON THE UPPER LEFTMOST POSITION OF THE - 
COLUMN(S) OF INFORMATION AND PRESS CF18, 


SECTION 7 - &6 
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aan TEXT Hil Pend: L R Scan 3 
FAG Fatt. seta Yee cea ae (eee 5 ea ian GA ie es >? 
Qe 0033.60 Project Manager 
_ 0034.00 QUANTITY 

0035.00 ON 

C074.00 HAtD DESCRIPTION 

C937,00 7B EO Hacksaw - 9 inch 

0039.00 25 Parnt -— white (gal) 
0939.00 73) «Paint - Stua (gal) 
0040.00 20 3=6Paint ~ red (gal) 
0041.00 23° “Paint - green (gal) 
0042.60 25 Decorator hinges blac. 
0043.00 28 Decorator hingas sitver 


AAHARREREHRAREND MERU RRR R RE 





STEP 2: POSITION CURSOR ON THE LOWER RIGHTMOST POSITION OF THE 
COLUMN(S) OF INFORMATION AND PRESS CF18. 


vs TEXT i Documant. DESUPPLY ; >) 
KC Fatt 4 1 ACG nee ne eS 
0016.00 “Quantities we need, and advise uS when we can expect 

0017.00 delivery. 

0018.00 

0018.01 

0012.03 QUANTITY 

0018.04 ; ww OH 

0018.05 ACM = HAND. DESCRIPTION 

0018.04 Gilih eAle 28 «Hacksaw - @ inch 

0918.07 KC 29 =6 Paint -— white (gal) 

0018.08 f 23. Paint - blue (gat) 


0018.09 20 «Paint - red (gal) 
0018.10 23 Paint - green (gal) 
0027.00 25 Decorator hinges black 
0028.00 28 Decorator hinges silver 
0920.01 


0028.04 

0027.00 Yours truly, 
0030.00 , 
0031.00 

0032.00 C. Brandt 
0033.00 Project Manager 





STEP 3: POSITION CURSOR AT THE POINT IN THE DOCUMENT WHERE YOU 
WANT THE UPPER LEFTMOST CHARACTER OF THE COLUMN(S) TO 
BE AND PRESS CF18, 2 


HINT: MAKE SURE THERE IS ENOUGH ROOM IN- THE DOCUMENT AT THE POINT 
WHERE YOU WANT TO PUT THE COLUMN(S)! 


PRESS CF1l TO EXIT. 


TEXT EXIT FROM EDIT 


Exit Editor - Return ta Primsry Menu (YN): Y 
Update docusant named below (YN Y, 
Create document named below (Y NIN 
Print document without formatting (Y N)s Ne 


Document name; DESUPPLY 
File containing docutent! TEXTFILE? 
Library containing file: TEXTLIQ2 


Description: Data base Supalies document - Tean ? 


Resequence document by lire number (Y NOY 


Resequence document by calculating page/line (CY NDE NM 





YOU ARE FINISHED! (THAT WAS EASY!) 


TYPE IN THE DOCUMENT DESCRIPTION AND PRESS ENTER, 


. 1 {! 
< 7 d u 
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Step 43 


TEXT PRINARY MENU 


Setect one of tke follcwing: 
1. Create oF revise a document 
7, Browse a cocument 
3. Print a décurant 
qd. Filt ina form decunent 


Options 1 


Nane of the document when stored: 
Document (blank for a list of documents): FOPN 
File (blank for a list of files): TEXTFILE2 
Library 3 TEXTLI22 


Within Text Management: 
Press HELP key to display help text. 
Press CF1l key to exit. 
/ Press CF2 key te back up to the previous display ina series. 


CF&é-Display messages 





TO CREATE A NEW DOCUMENT, TYPE Ll FOR THE OPTION, 
TYPE FORM FOR THE DOCUMENT NAME. 


MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT. 
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TEXT Hel Document: FORM Scans 
rmts 1 eee eee M(..] Rilo 2. atau ee ee 06 el4 oes bee Ds ace Aer aee - eres oe) 7 
nanemepeeaPE OTT Geer eeeneas 


PRR ERULESS CC LISIL SEE SLES SS 2) 


Document FORM added to file TEXTFILE2.TEXTLIB2. 


TO COPY ANOTHER DOCUMENT INTO THIS DOCUMENT, PRESS CF5, 


TEXT SERVICES MENU 


Satect one of tha folles nat 

1. Display/change scan/substitur? options 

2. Disptay current document in printed format on split display 
3. Display another dacusent on split display 

4, Copy another docusant to efit display 

S. Display fields from data base member on split display 

& Copy fields from data base member to edit display 

7. Display/change list cf data files that contro printing 

6. Display/change print options 





“Options 4 


Docunent/member: QOQUIEMD Fite. TEXTFILE? Library: TEXTLIB2 





CFé-Disptay messages 


TYPE 4 FOR THE OPTION, 
TYPE QOHMEMO FOR THE DOCUMENT NAME, 


MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT, 
PRESS ENTER, 


Crrwrrrnet y AN 


ar 


re 


ad 


519 


3 TEXT bie Docuszent: FOS Scans 
ee rmts 5 oof ere | eee bua! 2 abs ie. LO cakes Coe 4 wae avait. vere ooe & coc 27 


oa pamenareeaPrGleliliGeeapansane 
ae 0001.00 
Q00C2.00 
0003.00 
0004.00 
0005.00 XXXXX AAA A AAA AA AAK AXA ANAK AXXX 
C905.00 XXX KK AA KAKA AK AA NAKA AAA AX date 
0097.00 XX AKAMA AA AANA AAAARAAARAKXXX 
0008.00 
0609.00 Dear XXXXAXXXXXXANAXAXXXX. 
0010.00 


ool 5 Please check the quantity on hand for the following supplies and 
0012.00 determine tf we have received any of these supplies yet. This 15S 
0013.00 the first review of the new ordering procedure and your personal 
0014.00 attention would be appreciated. 


0015.00 

0016.00 Item Number | Description Quantity on Hand 
0017.00 

0018.00 "XXX XXXXX XANAX XXX XX AAKXX AXXXXX 
0019.00 XXXX XXX XXKAX AKA KKK XA KK X XXXXXX 
0020.00 XXXX XXAXXAKAXXKXKAX A XXX XX XXXXXX 


27 Lines copied from document CCHMENO fite TEXTFILE2,.TEXTLIB?. 





FROM THIS “BASE” DOCUMENT WE ARE GOING TO MAKE A FORM DOCUMENT. 
NOTICE THE MESSAGE. . 






























TEXT Hil Docusents FORM Scan. 
Fmt? 53 sel cee Doone cee Piven vee Sane Coa 4 tee cee D cee coe & cen ae) 7 
HnaneneeRREP OLN iGeeeteranas 
Q0u1.00 
0002,.C0 
0003.00 
0004.00: 
4005.00 F Ff 
c XXXXXAAXAXAAAANKRA XN AANA AXAX 
XX AXXXXAAAAAAXANAAXAAXAXXXX 


edate 






Dear XXXXXXXXAXAXAXAXXXXX: 





Ptease check the quantity on ha.” ror the following supplies and 
0012.00 determine if we have received any of these supplies yet. This is 


0013.00 the first review of the new ordering procedure and your personal 
0014.00 attention would be appreciated. 

0015.00 

0016.00 Item Number. Description Quantity on Hand 
0017.00 ; . 

0018.00 XXXX XXX AAA AK AAKX AA KX XXX AXXXXX 

0019.00 XXXX XXX KX AX AXA XXXAXAKXXX XXXXAX 

0020.00 XXXX XXXXAAAAXAAXARKAXXAK XXX XXXXXX 


ee ee eee 


BLANK OUT THE FIRST LINE OF X'S AND PRESS ENTER. 





cc TYPE Two F’S IN AS INDICATED IN THE DIAGRAM. 


as 


BEFORE PRESSING ANY OTHER KEYS ON THE KEYBOARD, PRESS. CFI14, 


f a2, 


ef 
i - 


ee we re 


TEXT Hil Document: FOSM Scan: 


rmts 5 of ae eae ee eee caer ara Pere eee Cie 4 stece toe D eee vee & oon ood 7 


amaeenmpeeePEG Iho iGarenasaene 

0001.00 

0002.00 

0002.0) 

0004.00 

0005.00 

0096.00 F F date 

D XXXKAXX AX XY AANKKXNKKXXXAXXXXKX ET 
Pikey 0008.00 j 
0909.C0 Dear XXXXXXXXXXXXXXXXXXXX: 
0010.00 Weal ee 
Ool1 5 Please check the quantity on hand QW the following supplies and 





0012.00 determine if we have received any of these supplies yet. This is 
0013.00 the first review of the new ordering procedure and your personal 
0014.00 attention would be appreciated. 

0015.00 

0016.00 — Item Number. Description Quantity on Hand 
0017.00 

0018.00 XXXX XXXXAXXXAXXAXAXAAXXXXX XXXXXX 

0019.00 XXXX XXXXXAXXXXAXXXAXAKAXX XXX XXXXXX 

0020.00 XXXX XXXXAXXAAAXAXAXABAAX XXXXXX 


BLANK OUT THE SECOND LINE OF X‘’S AND PRESS ENTER, 
TYPE TWO F’S IN AS INDICATED IN THE DIAGRAM, 
BEFORE PRESSING ANY OTHER KEYS, PRESS CFI14, 


DELETE THE LAST LINE OF X‘S--WE DON‘T NEED THEM, 















TEXT Wel Docusent: FORM Scan. 

rmts 5 06 cee L nae wee 20 wae coos 3 vee Cae: aa4 pee D> ves oor & oer oo) 7 
HUeEM HC ePPE CIV Oe nanan 

6001.00 

0002.00 

C003.09 

0004.00 

C 

A edate 

0008.09 

0009.00 Dear XXXXXXXXXXAXXXAXKXXXX? 

0010.00 

Coll 5 Please check the quantity on hand for the following supplies and 


0012.99 determine if we have received any of these supplies yet. This 1s 
0013.00 the first review of the new ordering procedure and your personal 
0014.00 attention would be appreciated, 

0015.09 

0016.00 Item Number Description Quantity on Hand 
0017.00 ; 

0018.09 XXXX XX XXX AK KA KX KKK AX K KK XXXXXX 

0019.00 XXX XXX AK AAKK KKK AK KK KKK KY XX AKKX 

0020.00 XXXX XK KM XXX KK KKK KKK KKK LY XXXXXX 


0021.00 XXXX XXXXXAAXANAANX KX ANA XX XXXXXX 





+3 see 


COPY THE FIRST FORM FIELD, TO CREATE THE THIRD FORM FIELD, 


SECTION 7 - 92 















61S 

- TEXT bel Docuzent: FORM Scan: 

xe Fmte 5 oof coe d ven roe Daas ie Seas Coe 4 aoe ser Dove coe & vee od 7 J 

82 semaemeeenPE Guilt Gareeanaeas 

- 0001.00 
0002.00 
C003.C0 
0004.00 
0005.0) 
0C04.C00 
0006.01 
0008.00 
0009.00 Dear 
0010.00 
QO11 5 
0012.00 
0013.00 
0014.00 
0015.00 
0016.00 
0017.00 
0018.00 XXXX 
0019.00 XXXX 
0020.00 XXXX 


Sadlemepemeainsinieniinnnemaniameciaiaenmmesetinmmmiiitemeeeneaeeet 





Please check the quantity on hand for the following supplies and 
determine tf we have received any of these Supplies yet. This 15 
the first review of the new ordering procedure and your personal 
attention would be appreciated. 


Item Number Description 


Quantity on Hand 
XXXXXXAXAKAAAXXAAXX XXX 
XXKXXAKAXAXKAAXAKAXXX 
XXX XX XXXXAAXAXXXAXXX 


XXXAXX 
XXXXXX 
XXXXXX 





BLANK OUT THE X‘S WHERE THE TITLE SHOULD BE AND PRESS ENTER, 


TEXT Wel Docusent. FORM Scan: ; 
rmte 5 vo oor ee! See 2 eas baa Saas Cue 4 nee eee ne oe eee & oon 2 7 


geneeepeneBeG nil Geseeenenes 
0001.00 
0002.00 
0003.00 
0004.00 
0005.00 
000S.09 
0006.01 
0008.00 
0009.00 
0010.C0 


ya 


wh the following supplies and 


- 


Eaepypese supplies yet. This ts 
- ,ocedure and your personal 


0014.00 
0017.00 


Item Number | Description Quantity on Hand 


0018.00 
0019.00 
0020.00 


XXXX XXXAAXX AKAN ANAK AXAXX 
XXXX XX XK XANXAX AKAN AAA XXX 
XXXX AX XXX AX AAAXXXXXAXAKX 


XXXXXX 
XXXXXX 
XXXXXX 





TYPE TWO F’S WHERE INDICATED ON THE DIAGRAM, 


BEFORE PRESSING ANY OTHER KEYS, 


THE TWO F’S AND PRESS CF1U4, 


SECTION 7 - 93 


POSITION 


co-- 


YOUR CURSOR BETWEEN 


ee em " 3 
b 















TEXT DEFINITION 






TEXT 









Field length: 019 

Field location Lines 099,04 Column: O10 

Value (initial period indicates value that will not print): 
etitte 









Under line/HighLight 














Underlina this field usen printing (Y Noe PL 
Highlight this field ukan printing Coverprint) (Y N)o ON 
Positioning = 
Renove extra spaces after field when printing (YN): Y 
Center field after keying AY ND MN 
Right adjust and blank fill field (Y Ws N 
Right adjust and zero fill field (Yoo Ne 
Numeric Options 
Allow only numeric value (Y Nye ND 
Edit field with this Edit Code i\A-D, J-M, Y, Z, 1-9}3 
Replace leading taros with asterisks (Y Nyt Ne 
Replace leading zeros with floating currency symbol (Y NON 
Provide decimal alignaent MA-9)0 





CF2-Return to Edit Display ENTER-Next Form Field 






THE NEXT SCREEN YOU WILL GET ALLOWS YOU TO FURTHER DEFINE 
YOUR FORM FIELDS, 

THE ONLY CHANGE WE WILL MAKE WILL BE TO ADD “PROMPTING” 
VALUES IN FOR EACH FORM FIELD, | 


TYPE .TITLE FOR THE “PROMPTING” VALUE FOR THE TITLE FORM FIELD. 
PRESS ENTER, 


SECTION 7 - 94 


Rae ee Tg 





61S 


jal 77 TEXT TEXT DeF IN’ TIO j 
EC : Field length: Cb 
ey Field location Line; C0¢5.¢0 Colunni ¢04 


Value (initial zeriod indicates value that wilt not print). 
fame 


Under line/Highlight 
Underline this field when printing (YMe 
Hightight this field wsen printing (overprint) (YN). Ne 
Positioning 
Remove extra spaces after field when printing (Y Woe 
Center “1eld after keying (YN): 


Right adjust and blank fill fleid (Y 
Right adjust and zero fill field (Y 
Numeric Options 
Allow only numeric value (Y 
Edit field with this Edit Code (A-D, J-My Yy Z, 17-9); 

Replace leading reros with asterisks (YN 
Replace leading 1eros with floating currency symbol (YM. N 
Provide decimal alignment (1-9) 5 


CF2-Return to Edit Disiplay ENTER-Next Form Field 


PN ee 





WHEN YOU PRESSED ENTER ON THE LAST SCREEN, TEXT AUTOMATICALLY TAKES 
YOU TO THE DEFINITION OF THE NEXT FORM FIELD IN YOUR DOCUMENT, 


TYPE ,MAME FOR THE “PROMPTING” VALUE FOR THE NAME FORM FIELD, 


ver PRESS ENTER TO GET THE NEXT FORM FIELD DEFINITION SCREEN, J 
TEXT TEXT DEFINITION 
Field length: 026 


Field location Line? 0004.09 Columns 004 
Value (initial period indicates value that will not print): 
Company 


Urderline/Hightlight 








Undertina this field when printing (YN ON 
hightight this field when printing (overprint) (Y Ne oH ° 
Positioning a 
Remove extra spaces after field when printing (YN)O N 
Center field after keying (Y Nye ON 
Right adjust and blank fill field (Y NIN 
Pight adjust and zero fill field (Y N)e ON 
Numeric Options 
Allow onty numeric value (YN)S OW 
Edit field with this Edit Code (A-D, J-M, Y, Z, 1-9)5 
Replace leading teros with aSterisks (Y Nos 
Replace leading eros with floating currency symbol (Y N)S N 
Provide decimal alignment (“Pde 
CF2-Return to Edit Display ENTER-Nert Form Field 
TYPE .COMPANY FOR THE “PROMPTING” VALUE FOR THE COMPANY FORM ) 


% ef oh wre AO TMB On, 


PRESS ENTER To GET THE NEXT FORM FIELD DEFINITION SCREEN, 


SECTION 7 - 95 


TEXT TEXT CEFINITION 


Field length: 026 

Field location Line: 0044.01 Column: 004 

Value (initial pertod indicates value that will not print)$ 
sdept 


Underline/Hishlight 





Underline this field when printing (Y NYS ON 
Nightlight this field when printing (overprint) (Y NSN. 
Pasitioning — 
Remove extra spaces after field when printing (CY Nye N 
Center field after keying (Y NDE N 
Right adjust and blank fill field CY tN 
Right adjust and zero fill field (YN) oN. 
Numeric Options 
Allow only numeric value (Y NYS N 
Edit field with this Edit Code (A-D, J-H, Y, Z, 1~-9)% 
Replace leading reros with asterisks (Y NSN. 
Replace ledding zeros with floating currency symbol (Y N)2 ND 
Provide decimal alignnent (1-9)} 
CF2-Return to Edit Display ENTER-Next Form Field 





TYPE ,DEPT FOR THE “PROMPTING” VALUE FOR THE DEPARTMENT FORM 
FIELD, 


TO GET BACK TO THE EDIT SCREEN, PRESS CF2, 





TEXT Hil Document: FC3N Scan: 
rmts O° e6 “eee ll aan wie 2 sae age 3: a e Coe ASS we BO ee. ae ee 7 
CvC8.C0 
QOUy.CO Dear .fitle 

0019.09 

OO11 5 Pleyze chech the qusrtity on hand for the following supplies and 
OT I059 deternin2 if .2@ 83.2 reteived any af these supplies yet. This is 
0013.09 the first raview of the rew ordering procedure ard your personal 
ON14.09 attention weuld ba sppreciated. 
0815.09 

0016.¢9 Item tlumter Deecription Quantity on Hand 
0017.00 a 5 
oD rv XXX NE - 
0019.09 Xi fia XUXXXK 
0029.00 pe) > XXXXXX 
00 poe XXXXXX 
0922.00 «! 
0923.00 Sincerely; 
0024.69 
0025.00 JE Mathis, Director of Purchasing 
0026.00 
0027.00 


PaeesvecensaausEl[/Peewavrsavanae 


CREATE THREE FORM FIELDS FOR ITEM NUMBER, DESCRIPTION, AND 
QUANTITY ON HAND. 


(BLANK OUT THE X'S, PRESS ENTER, PUT IN THE F’S AND PRESS CF14,) 


POSITION YOUR CURSOR ON ONE OF THE FORM FIELDS AND PRESS CF14, 


SRP eta teat ae 


SECTION 7 - 96 


sud 


ug. 





. Field lengths. 004 
Nae : 


Field location Line: 0017.00 Column: 008 
Value (initial period indicates value that will not print)? 
itm 


LO TT STS CE rn 


Undertine “Highlight 
Urdartine this fietd chen printing (Y N)2 


Highlight this field when printing (overprint) (Y Ns Me 
Pesitioning 


Remove ertra spaces after field when printing (Y NON 
Centar field after keying (Y NIN 
Right adjust and blank fill fietd (YEN 
Right adjust and zero fill ftetd (Y NEN 
Numeric Oations _ 
Allow only numeric value (Y NOON 
Edit field with this Edit Code. (A-D, J-M, Y, Z, 1-9): 
Replace leading teros with asterisks 
Replace leading reros with floating currency symbol 


Proviae decimal alignzent 


CF2-Return to Edit Display ENTER-Nexrt Form Field 





BY PRESSING CFL4 WHILE YOU CURSOR IS IN A FORM FIELD ALSO GETS 
YOU TO THE FORM FIELD DEFINITION SCREEN, 


TYPE .,ITM FOR THE “PROMPTING” VALUE FOR THE ITEM NUMBER FORM FIELD. 
PRESS ENTER, 


( TEXT : TEXT DEF INITICH ) 


tes | | J 


TEXT TEXT DEFINITION 


Field lengths 020 

Field location Lines 0017.00 Column: 023 

Value (initial period indicates value that will not print): 
desc 


Under line/Highlight 
Lindertina this field when printing (YN)O NE 
Highlight this fiald when printing (overprint) (Y Neu 
Pos:tioning ‘ 
Remove artra spaces after field when printing (YN). N 
Center field after Feying (Y tie 
Pight adjust and blank fill field (YN). No 
Right adjust and zero fill field (YN)e No 
Numeric Options 
Allow only numeric value (Y N)e ND 
Edit field with this Edit Code {A-D, J-M, Y, Z, 1-9) 
Replace leading zeros with asterisks 
Replace leading reros with’ floating currency symbol 
Provide dacimal alignaent 


CF2-Return to Edit Display ENTER-Next Form Field 





TYPE .DESC FOR THE “PROMPTING” VALUE FOR THE DESCRIPTION FORM FIELD 
pos PRESS ENTER. 


etm ty 
- eT ee CE ee 


SECTION 7 - 97 


J 


















: TEXT TEXT DEFINITION 
= " Field tength! 004 
. Field tocation Lina: 6917.09 Cotuan: e535 
Value (inettal period indicates value that wil{ not print): 
Qtyoh 


Under line/Highlight : 
Undertina this field uben printing (YM) 





Highlight this fteld uben printing (overprint) (YH). MN 
. Positioning 
Remove extra spaces after field when printing (YN Ne 
Center field after keying (YuH)e Ne 
Right adjust and blank fill field (YHyS NO 
Right adjust and zero fill field (Y Ns Ne 
Numeric Options 
Allow only numeric value (YN Y 
Edit field with this Edit Code (A-D, J-My Y, Zp U-PPe 
Replace leading zeros with asterisks (Y N)e NH 
Replace leading zeros with floating currency symbol (YN N 
Provide decimal alignzant (1-9)% 


CF2-Return to Edit Display ENTER-Next Form Field 





TYPE ,Q@TYOH FOR THE “PROMPTING” VALUE FOR THE QUANTITY ON HAND 
FORM FIELD. 


ALSO SPECIFY A “Y” FoR ALLOW ONLY NUMERIC VALUE (AS INDICATED), 
PRESS CF2 TO RETURN TO THE EDIT DISPLAY, 











TEXT Wed Docuseses. Foe} Scan. 
rmts 5 ' eee 1 eoe eve. ok. a or eet ae et Cee 4 eee Fae ees lee ee in Oe alee mo? 












oul eGo 

00u7.00 [oar title 

0019.00 

OOll- 5 Please check the auantity on hand for the following supplies and 
C9 determine if 2 Save recaived any of these surplies yet. This is 
6013.00 the first resrew of the miu ordering procedure ahd your personal : 
0014.00 attention weuld $e apzreciated. 

0015.09 ; 
0016.00 [tem tlunber Lescription Quantity on Hand 

C itm ed2sc Qtyoh 

B3 

0023.09 Sinceretys 

OO74 00 

0025.00 JE Mathis, Diractcr of Purchasing 

0024.00 

0027.00 


Pav eeeoperwenE/Neegsgereertes 


one COPY THE NEW LINE OF FORM FIELDS THREE TIMES. 


— OR 
eee oe? 


SECTION 7 - 9&8 


TEXT bed Docusant: FOOM Scan: 
Pat So 0 oi OP aha eae en ak: Be ae lee SO Ags. A994) aa ee bone ae ee 
00CB.C0 
0609.00 Lear .title 
6010.00 
coll 65 Please check the quantity on hand for the following supplies and 
6012.00 determire af «a have received any of these Supplies yet. This 1s 
0013.C9 the first review of the crew ordering procedure and your personal 
OO14.00 attention would ba aprreciated. 
0015.00 


0016.00 Item Number Description Quantity on Hand 
Q017.00 eita_ wd OSC aqtyah. 


0017.01 ettm dese Qtyoh_ 
0017.02 eitm desc Qtyoh 
0017.03 elt desc atych 
0022.00 
0023.00 Sincerely, 
0024.90 
0025.00 JE Mathis, Director of Purchasing 
0024.00 
0027.00 

POPS UCOLES ECE SPEC ECOL ELS | 





THAT WAS EASY! 


PRESS CFl To EXIT. J 


TEXT EXT FROM EDIT 


Extt Editor - Return to Prisary Menu 
Upcate document named -elcou 

Create document named below 

Print document without formatting 


Docutent nase: FGRN 
File containing docusent: TEXTFILE2 
Library containing file: TEXILI5? - 


Description: Quantity Qn Hand Form Document - Team ? 


Res2quence docunent by tina nusser (Y Noe 


Resequence document by calculating page/line (Y NOG HH 





TYPE THE DOCUMENT DESCRIPTION AND PRESS ENTER, 





OF ogi = a See aa 


SECTION 7 - 99 


PRIMARY HEMU 


Select ona of the following: 
Create or revise a document 
Browse a document 
Print a decureant 
Frtt ina form docunent 


Option: 4 


Haze of the dccument uhen stored: 
Docurent (blank for a list of documents); FOP 
File (blank for a List of files): TEXTFILE? 


‘ 


Library + TEXTLIB2 


Within Tart Management: 
Press HELP key to display kelp tert, 
Press CF1 key to erit, 
Press CF? key to back up to the previous display in a Series. 


a CFé-Display messages 
yw ; Document FORM in file TEXTFILE2.TEXTLIB2 updated with 26 records, f \ 





TO FILL IN THIS FORM DOCUMENT,: TYPE 4 FOR THE OPTION, 
TYPE FORM FOR THE DOCUMENT NAME (IT SHOULD BE THERE ALREADY), 
MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT, 


a 
= TN I eer = vo 
, 519 


SECTION 7 - JAN 


BIS 





Pend: FOSN 
oad eee 1 ete een a»: ton pet wD cee eft GD cen eof 
ayaeeepeenbEGINreGe Rs ee 

0001.00 

0002.09 

0002.C0 

0004.00 

0005.00 osname 
0006.00 Comeany 
0007.00 dept 
0008.09 

0009.00 Dear title 
0010.00 

O01! 5 Please check the quantity on hand for the following supplies and 
0012.C0 determifie if wa bave received any of these supplies yet. This is 
0013.00 the first review of the new ordering procedure and your personal 
0014.60 attentitn would be appreciated. 

0015.00 

0016.00 Item flumber Description Quantity on Hand 
0017.00 oitm desc qtyoh | 

0018.00 sitm «desc Qt/oh | 

0019.09 vita desc atyoh 


0020.60 eltn »desc eatyoh_ 





Nis 


NOTICE THE “PEND: FORM” AT THE TOP OF THE SCREEN, / 
THIS MEANS THAT YOU CAN ONLY CHANGE FORM FIELDS IN THIS DOCUMENT, 


(IF YOU PRESS THE FIELD ADVANCE KEYS, TEXT WILL ONLY TAKE YOU TO 


THE FORM FIELDS.) 


TYPING RIGHT OVER THE TOP OF THE “PROMPTING” VALUES, PUT IN THE 
INFORMATION YOU WANT, 


(IF PART OF THE “PROMPTING” VALUE IS STILL LEFT IN THE FORM FIELD 
AFTER TYPING IN THE NAME, FOR EXAMPLE, USE THE FIELD EXIT KEY TO 
REMOVE IT.) 


2 Pe ST ge te 


SECTION 7 - 101 


TEXT Wil Pend: FCSN Scan: 
rmts 5 aad eee 1 eoad Lec wen nee? was Ce Dias ie od Vacane 40 Bats pare eZ 


muaeceeeCeeBC OI Gene eeaene 


0091.09 

0092.00 

C093.00 

0004.09 

6005.00 Fran Sinatra 

0006.00 Nusic Inc. 

0607.00 Entertainment Sect. 

0008.00 

0009.00 Dear Ws. Stnatra 

0910.09 

OOl1 3 Pleace check the quantity on hand for the following supplies and 
0012.00 determine if wa have received any of these supplies yet. This is 
0013.00 the first review of the now ordering procedure and your personal 
0014,00 attention would be appreciated, 

0015.60 

0016.00 Item Numbe : Description Quantity on Hand 
0017.00 0012 ‘ thinga-ma-jig 5 

0018.09 0059 whatCha-ma~callit 15 

0019.00 1200. this 

0020.00 5700, that 





TO PRINT THE DOCUMENT, PRESS CF15. 









TEXT Hil Pend: FOSN Scan. 
Fmt; 5 oel eee 1 ons een 2h eter aide Baas Cine 24h ee heres 6 Oo wat ae ae 
SHPOM PO OME OT IN Geneneeeees 
































0001.00 

0002.00 

0003.00 

0094.00 

0005.90 Fran Sinatra 

0004.00 Music Inc, sedate 

0007.00 Entertatnrent Cert, ; 

0008.00 

0007.00 Dear Ns. Sinatra 

0910.00 

ool, 5 Please checry the quantity on hand for the following supplies and 
0012.00 determina if ua have received any of these supplies yet. This is 
C013.00 the first review cf the raw orderings procedure and your personal 
0014, °9 atiention would be appreciated, 

0015.60 

0014.00 Item Humber Description Quantity on Hand 
0017.00 O01? thinga-man)1g , : 

0918.00 0059 whatcha-ma-callit 15 

0019.00 1209 this Let 





0020.00 5990. ‘that 10 
Print complete. 


NOTICE THE MESSAGE AT THE BOTTOM. 
PRESS CFl To EXIT, 


SECTION 7 - 19? 


513 


sa 


’ 
fae! 
aa 


Ne 


TEXT EXIT Feil EDIT 


1 
Exit Editor - Raturn to Prisary Wenu CY Hd: 
Edit another new fora tyne on 
Create documant named below (Yom 
Print documant withaut forsatting (Yue Ne 


Document name: FOF 
File containing docuzent: 
Library containing file: TEXTLI 52 


Description: Quantity Gn Hand Form Docuzent - Tean 2 


Resequence document by line nutber (Y Wet 


Resequence document by calculating page/tine (Y Nd: N 





CHANGE THE TOP TWO OPTIONS AS INDICATED. 
PRESS ENTER. 


A COPY OF THE PRINTED FORM DOCUMENT IS SHOWN ON THE FOLLOWING PAGE... 


SECTION 7 - 103 


THIS IS THE PRINTED FORM DOCUMENT. 


Fran Sinatra 
Music Inc. 02/09/84 
Entertainment Dept. 


Dear Ms. Sinatra. 


Please check the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would be appreciated. | 


Item Number Description Quantity on Hand 
0012 thinga-ma-Jjig a 
0039 -whatcha-ma-callit 15 
1209 this : ZL 
0700 that - 10 
Sincerely, 


JE Mathis, Director of Purchasing 


( 














wn 


6h 


Step oo; 


TEXT PRINARY MENU 


Select one of the following: 
1. Create ur revise a document 
Browse 2 document 
» Print a document 
» Fill tia form document 


Option: Le 


lame of the jJocument when stored. 
Docunant (Stank for a list cf documents). MERGE 
File (btank for a list of fites): TEXTFILE? 
Library ; TEXTLIE23 


Within Text Nanagement, 
Press HELP rey to display help tert, 
Press CFl vey to exit. 
Press CF2 key to back up to the previous display in a series. 


( : CFé-Display messages 





TO CREATE A NEW DOCUMENT, TYPE 1 FOR THE OPTION, 
TYPE MERGE FOR THE DOCUMENT NAME, 


MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT. 


Tne ge 2D! ES ali a, Oe 


SECTION 7 - 105 


Cc 


J 
VY 





TEXT Hit. Documents FORM Scant _ 


ite | tt 
Te tae rats 1 eee eee 1(..] eee 2 eoe eee 3 oee 02 4 eee eee 5 eee eee 0 0:08 ocd 7 
anenanpeeePE OT UW Geateaseeen 


@eoenaes 
@eenueeve 
@aeesnets 
eeeeese 
@eenuueneg 
eseeeeanus 
@esstete 


eopeoeansn 
enreesne 
eeeeoevne 
aeeseton 
@eoeveend 
esonneones 
eoeeveece 
eoeoeve 
@esveevonn 
eseusee 


HUMMER UENO SUCRE 





TO COPY ANOTHER DOCUMENT INTO THIS DOCUMENT, PRESS CF5, 


TEXT SERVICES MENU 


Select one of tha falters na: 

1. Display/change scan/substitur® options 

2. Disptay current document in printed format on split display 
3. Oisplay another dacusen! on split disalay 

4. Copy another docuten! to efit display 

S. Display fields from data base member on split display 

6. Copy fietds from data base member to edit disptay 

7. Display/change list ef data files that control printing 

8. Display/change print options 





Option: 4 


Docunent/member: QONMENO Fite: TEXTFILE? Library! TEXTLIB2 





CF&-Display messages 


TYPE 4 FOR THE OPTION, 
TYPE QOHMEMO FOR THE DOCUMENT NAME. ~" 


MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT, 
Press ENTER, 7 


Sectinn 7 - TNF 
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TEXT 


Fats § oof re eee haces hes sia Sa Car Feed Seige 


Q001, 
Q0C2, 
0003. 
0004. 
0005. 
C006, 
0097. 
0008, 
0009. 
O010, 
0O11 

0012, 
OO13, 
0014. 
OOIS. 
0016. 
0017. 
0018. 
0019, 
0.020. 


27 lines copied from document COHMENO file TEXIFILE2.TEXILIA2. 


FROM THIS “BASE” DOCUMENT, WE ARE GOING TO MAKE A DOCUMENT 
WITH DATA BASE INFORMATION MERGED 
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hed Oocurant: FOSN Scan: 


wenaaapeenPi Ori Senapacaene 


XXX AAA KALA AAA KKK AK LAX AXX 
MXM XA AAA AKAMA NMA KAA AAA AAAX 
XAAAAARKAAALAALAAK AX KAA AAAKAAN 


Dear XXXXXXXXXXAXAAAAANAXS 


ee eee &ovee oe ae: 


Please check the quantity on hand for the following supplies and 
determine if we kave received any of these supplies yet. This 1S 
the first review of the naw ordering procedure and your personal 


attention would be appreciated. 
Item Number Description 
XXXX XX AXAXAAXAAAAANAAXAX 


XXXX XXX AKAMA AX AAAAKAAAKA 
XXXX XXX AAAAK AA KAA AK AAAAX 


NOTICE THE MESSAGE, 
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Quantity on Hand 


XXXXXX 
XXXXIX 
XXXXXX 


INTO IT, 
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Docurant: PERCE 


Supe iv Coordination 
eLdept 


fi Dear .dtitle 
0010.00 
Oo11 5 Pleasa check the quantity on hand for the following supplies and 
0012.00 determine if wo have received any of these supplies yet. This is 
0011.00 the first review of the new ordering procedure and your personal 
0014.00 attention tiould b2 appreciated. 
0915.90 
0014.09 Item Number Description Quantity on Hand 
0017.90 
6910.90 Gitmnbr hdoscr 6bytyoh 

XXYX XXXL KS IYXXYNAXX YY YY XXKXMX 

XXXX E XXNKAYANKAXXAL LYNX XXXXXY 

XXXX XM XK XX AKXXAXXANXXKAKKK XANXYY. 


Sincerely, 
0024.00 





REPLACE THE TOP THREE LINES OF X‘S WITH THE DATA BASE FIELD 
NAMES INDICATED, 


TYPE “SUPPLY COORDINATION” ON THE MIDDLE LINE, 


TYPE THE DATA BASE NAME FOR THE TITLE WHERE INDICATED. 


TYPE THE DATA BASE NAMES FOR ITEM NUMBER, DESCRIPTION, AND 
QUANTITY ON HAND ON THE LINES BELOW THE COLUMN HEADINGS, 


DELETE THE EXTRA LINES OF X’S (TEXT WILL AUTOMATICALLY INSERT 
THE INFORMATION DESIRED EVEN IF THERE IS NOT ROOM IN THE DOCUMENT), 


PRESS CF5, 


ms 
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aC 4 


TEXT SERVICES MEP! 


Calect one of the follow'na: 
1. Display/chanjge ecan/sebstitur? options 
Dicplay current document in printed format on split display 
Display another document on split ditptay 
. Copy another docusant to edit display 
Display fields frem data bas® member on split display 
Lopy fields from data tase member to edit display 
Display/change list cf data files that control printing 
Display/chanjge print options 


Tption: 7 


Document/menber: Library: 


CF4-Display messages 





NG | ON THE SERVICES MENU, SELECT OPTION 7 TO CHANGE THE DATA FILES = 
THAT CONTROL PRINTING. 
(OPTION 8 COULD ALSO BE CHOSEN.) 


PREsS ENTER, 





Te et EE ew 
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SECTION 7 - 109 


WE WANT TO DO TWO THINGS: 
CREATE COLUMNS OF INFORMATION FROM THE DATA BASE FILE, 


CREATE MULTIPLE COPIES - EACH RECORD OF THE DATA BASE FILE. ACCOUNT, 


THAT WE SELECT WILL GENERATE A DOCUMENT. 






TEXT POiNt CONTRCL FILE LIST 






Colect either 2 sata baz file or a dor cent containing a field list that has 
fields whose names are in your dov iment. 















CPTION C2 NENCER/COCUENT = FILE LIS2cay TYPE = SEL COND 
TEN pren OTT 
ACCOUNT ACCCUIT urxt 





C, 


OPTION! : 
1 - Select alt the records in the File/Docunent. 
3- Prompt for selectisn of records and setting selection rules. 
9 - Delete this Member/Docurent from the Print Control File List. 


TYPE 
1 - Column List - a Simple column Listing of fields within a document. 


2 - Multiple Copies - esch record selected will generate another document, 


CF2-Return Enter-Perform any selected option 





SELECT BOTH THE OPTIONS AND TYPES AS INDICATED, 
PRESS ENTER TO PERFORM THE SELECTED FUNCTION, 


PRESS CF2 To RETURN TO THE SERVICES MENU. 


ol . = 
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TEXT - . SERVICES Peril 


Celect one of the follouraz: 
1. Disptay/chanje Ecan/suSstitur? options 


2, Display current document in printed format on split disalay 


3, Dizplay anather dacussnt on salit dizplay 

4. Copy another 23tustent ts e2it stzala; 

5S. Disatay fratss from gata S222 -Erb2r on seit 

6. Copy fields trem gata base eitser to edit diia 
7, Display/chanje tist sf date files tha’ control 
8. Display/change print options 


Oations 


Document/member: Files 


CF4-Display messages 





lay 
printing 


Library: 


PRESS CF2 TO RETURN TO THE EDIT SCREEN, 


Press CF1 FROM THE EDIT SCREEN. 


TYPE THE 


TEXT EXIT FRO £0IT 


Exit Editor - Return ta Primary fenu (Ye Y 
Update document nated balew (Y ms Y 
Create document named below Yui 
Print document without faraattin3 CY Wt 


Document nane: HEPGS 
Fila contarning docuszer:! 
Library containing file: 


De=cription: 
Resequence document by line nucser 


Resequence document by Calculatirgj page/tine 


SECTION 7 - lll 


TEXTFILE? 
TEXTLIED 


(Youys He 





DOCUMENT DESCRIPTION AND PRESS ENTER. 














Teal FPTSARY VENY 


Select one of the folleowins: 
1, Create or revize a document 
2. Browse a docurnent 
3. Print a docurent 
4, Fill ina form docusent 


Options 3 


Hane sf the documant when stored! 
Document (blany for a List cf documents): MESGS 


File (blank for 6 List of files)! TEXTFILE? 
Library ; TEXTLIB2 


Hithin Tert Wanagenent: 
Prezs HELP roy to disslay help tert. 
Press CFl vey to exit. 
Press CF2 vey to back up to the previous display ina series. 





TO CREATE THE MULTIPLE DOCUMENTS FROM THE DATA BASE FILES, YOU 
MUST SELECT OPTION 3 TO PRINT THE DOCUMENT. 


TYPE MERGE FOR THE DOCUMENT NAME (IT SHOULD ALREADY BE THERE), 
MAKE SURE THE CORRECT FILE AND LIBRARY NAMES ARE THERE, 


TEXT FRINT HOCk MEU 
Documant. MEPGCE File: TE. TFILE2 Library: TEXILIB2 


Setect decuront print sade: 
1. Interaclive 
2. Batch 





Cations 1 


Display/change print optrons (9t'O * TEMP CEP): *NO 


SELECT OPTION Ll FOR INTERACTIVE PRINT MODE. 
PRESS ENTER. 


YOUR DOCUMENTS WILL BE PRINTED AS SOON AS THE JOB FINISHES, 


THE 11 DOCUMENTS PRINTED, ARE LISTED ON THE FOLLOWING PAGES... 


() 





FG Brady 
Supply Coordination 02/09/84 
103 


Dear Mr. Brady 


Please check the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would be appreciated. 


Item Number Description Quantity on Hand 
00127 Hacksaw - 6 inch 28 
00128 Hacksaw - 10 Inch a2 
00129 Hacksaw - 12 inch 30 
10027 Paint - white (gal) 23 
10029 Paint - blue (gal) 23 
10046 Paint - red (gal) 20 
10051 Paint - green (gal) oo 
21340". Finishing nails (ctn) 36 
21350 Naits (ctn) 106 
Pp a8) ScT es (etn) 174 
255945 Green spray enamel (pt) Rj 
3332%x Brass tacks (pkt) 186 
SS5SK Steel tacks (pkt) . 200 
4RCC2 Decorator hinges black 29 
4RCC3 Decorator hinges silver 2B 

Sincerely, 


JE Mathis, Director of Purchasing 





von. 
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BR Devinny 


Supply Coordination 02/09/84 
413 


Dear Ms. Devinny 


Please check the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would be appreciated. 


Item Number Description Quantity on Hand 
00127 Hacksaw - @ inch 28 
00128 Hacksaw - 10 inch Lie 
00129 Hacksaw - 12 inch 30s. > fn 
10027 Psint — white (cal) as 
10029 Paint - blue (gal) 23 
10046 Paint - red (gal) 20 
10051 Paint = green (gal) ag 
2134C Finishing nails (ctn) 06 
JSC Nails (ctn) 106 
21395 S-ceus Cotn) 174 
20049 Green spray enamel (pt) 38 
$532X Brass tacks (pkt) 186 
o555% Steel tacks (pkt) 200 
4RCC2 Decorator hinges black 20 
4RCCS Decorator hinges silver 2B 

Sincerely, 


JE Mathis, Director of Purchasing 
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AB Harmes 
Supply Coordination 02/09/84 
437 


Dear Miss Harmes 


Please check the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would be appreciated, 


r= ot imate 24 eon 
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Item Number Description Quantity on Hand 
00127 Hacksaw - @ inch 28 
60128 Hacksaw - 10 inch 32 
00129 Hacksaw - 12 inch 30 
10027 Paint -— white (gal) Abs 
10029 Paint - blue (gal) ek 
10046 Paint - red (gal) 20 
10051 faint - green (gal) ak! 

. 21540 — Finishing nails (ctn) 26 
21556 Naits (ctn) 106 
ADI 75 Screus (ctn) 171 
29945 Green spray enamel (pt) 38 
goa2K Prass tacks (pkt) 184 
BS S5K Steel tacks (pkt). 200 
4RCC2 Decorator hinges black 25 
4ARCCS Decorator hinges silver 28 

Sincerely, 
JE Mathis, Director of Purchasing 
Aas 


HG 


- Supply Coordination 


979 


Dear Mr. Knuth 


Knuth 


02/09/64 


Please check the quantity on hand for the following supplies and 


determine if we have received any of these supplies yet. 


This is 


the first review of the new ordering procedure and your personal 


attention would ba acpreciated, 


Item Number 


Sincerely, 


00127 
00128 
00129 
10027 
10029 
10046 
10051 
2134C 
21336 
21293 
259545 
Le | 
3333X 
4RCC2 
4ARCCS 


” 


Description 


Hacksaw - @ inch 
Hacksaw -— 10 inch 
Hacksaw - 12 Inch 

Paint — white (gal) 
Paint - blue (gal) 
Paint - red (gal) 

Paint - green (gal) 
Finishing nails (ctn) 
Nails (ctn) 

Screws (ctn) 

Green spray enamel (pt) 
Prass tacks (pkt) 

Steel tacks (pkt) 
Decorator hinges black 
Decorator hinges silver 


JE Nathis, Director of Purchasing 
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Quantity on Hand 


28 
32 
30 
25 
73 
20 
23 
54 
104 
171 
36 
“186 
700 
25 
28 
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BR Lancaster 
Supply Coordination 02/09/84 
975 


Dear Mrs. Lancaster 


Please check the quantity on hand for the following supplies and. 

determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 

attention would be appreciated. 


Item Number Description Quantity on Hand 

00127 Hacksaw — @ inch 28 

00126 Hacksaw - 10 inch 32 J 
00129 Hacksaw - 12 inch 30 Net] 
10027 Psint - white (gal) 23 

10029 Paint - blue (gal) os 

10046 Paint - red (gal) 20 

10051 Paint - green (gal) AR 

2134C - Finishing nails (ctn) 06 

2135C Nails (ctn) 106 

21295 Screws (ctn) 191 

25545 Green spray enamel (pt) 38 

3332X Brass tacks (pkt) «186 

3333X Steel tacks (pkt) 200 

4RCC2 Decorator hinges black 25 

4RCC3 Decorator hinges silver 28 

Sincerely, 


JE Mathis, Director of Purchasing 
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uw 


R Peabody 
Supply Coordination 


437 


Dear Ms. Peabody 


02/09/64 


Please check the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would be appreciated. 


Item Number 


Sincerely, 


00127 
00128 
00129 
10027 
10029 
10046 
10051 
2134C 
21356 
213570 
25343 
3352X 
S3S5X 
4RCC2 
4RCC3 


Description 


Hacksaw - € inck 
Hacksaw — 10 inch 
Hacksaw —- 12 inch 

Psint - white (gal) 
Paint - blue (gal) 
Paint - red (gal) 

Paint - green (gal) 
Finishing nails (ctn) 
Nails (ctn) 

Screws (ctn) 

Green spray enamel (pt) 
Brass tacks (pkt) 

Steel tacks (pkt) 
Decorator hinges black 
Decorator hinges silver 


JE Mathis, Director of Purchasing 
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Quantity on Hand 


28 
g2 
50 
ao 
23 
20 
a 
96 
106 
1? 1 
38 
186 
200 
29 
28 





PL Pritchard 
Supply Coordination 02/09/84 
103 


Dear Mr. Pritchard 


Please check the qusntity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would be appreciated. 





Item Number Description Quantity on Hand 
00127 Hacksaw - @ inch 20 
00128 Hacksaw - 10 inch 32 

Ne 00129 Hacksaw - 12 Inch 30 
10027 Paint - white (gal) fs) 
10029 Paint - blue (gal) 25 
10046 Paint - red (gal) 20 
10051 Paint - green (gal) 23 
2134C Finishing nails (ctn) 36 
21S3aC Nails (ctn) 106 
AAS Screws (ctn) 17] 

20049 Green spray enamel (pt) 38 
SS82% Brass tacks (pkt) 186 
3535) Steel tacks (pkt) 200 
4RCC2 | Decorator hinges black 29 
4ARCC3 Decorator hinges silver 2g 

Sincerely, 


JE Nathis, Director of Purchasing 


CS 
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RR Rogers 
Supply Coordination 02709784 
103 


Dear Mr. Rogers 


Please check the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would ba afpreciated. 
Description 


Item Number Quantity on Hand 


JE Nathis, Director of Purchasing 


CECTION FY = 19H 


90127 Hacksaw - © inch 28 
00128 Hacksaw — 10 inch g2 
00129 Hacksaw - 12 tnch 30 = 
10027 Paint - white (gal) 29 
10029 Paint - blue (gal) a3 
10046 Paint - red (gal) 20 
10051 Paint - green (gal) ao 
21354C - Finishing nails (ctn) 96 
21S Nails (ctn) 106 
2195 Screws (ctn) 191 
20049 Green spray enamel (pt) 38 
3332X Brass tacks (pkt) “184 
S335Xx Steel tacks (pkt) 200 
4RCC2 Decorator hinges black 20 
4RCC3 Decorator hinges silver 28 
Sincerely, 


519 


MS Sandee 
Supply Coordination 02/09/84 
994 | 


Dear Mrs. Sandee 


Please check the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would be appreciated. 


Item Number Description Quantity on Hand 
00127 Hacksaw -— 6 inch 28 
00128 Hacksaw — 10 inch oo 
00129 Hacksaw —- 12 inch 30 
10027 Paint — white (gal) ae 
10029 Paint - blue (gal) 2S 
10046 Paint - red (gal) 20 
10051 Paint - green (gal) 23 
2134C | [‘inishing nails (ctn) 56 
21 Soc Nails (ctn) 106 
21S93 Screws (ctn) 171 
20045 Green spray enamel (pt) 58 
3352X Brass tacks (pkt) 186 
3333X Steel tacks (pkt) 200 
4RCC2 Decorator hinges black 20 
ARCCS Decorator hinges silver Als! 

Sincerely, 


JE Mathis, Director of Purchasing 
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RB Wilson 
Supply Coordination 02/09/84 
B49 
Dear Mr. Hilson 
Please check the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. This is 
the first review of the new ordering procedure and your personal 
attention would be arpreciated, 
Item Number Description Quantity on Hand 
00127 Hacksaw - @ inch 2B 
00128 Hacksaw - 10 inch 32 
00129 Hacksaw - 12 {nth 30 f  \ 
10027 Paint -— white (gal) 20 
10029 Paint - blue (gal) 23 
10046 Paint -— red (gal) 20 
roost! Paint - green (gal) aD 
21340. Finishing nails (ctn) 56 
2135C Haris tet. 106 
21395 Sereus (etn) 191 
25545 Green spray enamel (pt) 38 
RELL ( Prass tacks (pkt) 186 
3335% Steal tacks (pkt) 200 
4RCC2 Decorator hinges black 25 
4RCCS Decorator hinges silver 28 
Sincerely, 
JE Nathis, Director of Purchasing 
ay 
ae 
(x 
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FX Hisdom 
Supply Coordination 
849 


Dear Mr. Wisdom 


Item Number 


00127 
00128 
00129 
10027 
10029 
10046 
10031 


21340 


2135C 
21295 
95545 
3332X 
3333X 
4RCC2 
ARCC3 


Sincerely, 


Description 


Hacksaw - 6 inch 
Hacksaw — 10 inch 
Hacksaw - 1? inch 

Paint -— white (gal) 
Paint - blue (gal) 
Paint - red (gal) 

Paint - green (gal) 
Finishing nails (ctn) 
Nails (ctn) 

Screws (ctn) 

Green spray enamel (pt) 
Brass tacks (pkt) 

Steel tacks (pkt) 
Decorator hinges black 
Decorator hinges silver 


JE Mathis, Director of Purchasing 
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02/09/84 


Please check the quantity on hand for the following supplies and 
determine if we have received any of these supplies yet. 
the first review of the new ordering procedure and your personal 
attention would be apfreciated. 


This 1s 


Quantity on Hand 


2B 
oe 
50 
as 
23 
m0) 
Ar 
a6 
106 
171 
38 
186 
200 
25 
28 
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TEXT PRIMARY NEMU 


Select one of the following: 
1. Create or revise a document 
» Browse a document 
3. Print a document 
4. Fill ina form document 


Cetions 1 


Name of the document when stored: 
Document (blank for a List of documents)? 


File (blank for a list of files); TEXTFILE2 


Library 3} TEXTLIB2 


Hithin Text Management: 
Press HELP key to display help tert. 
Press CFi key to exit. 


Press CF2 key to back up to the previous display in a series, 


CFé-Display messages 


C _ 


TO PRINT THE LIST OF DOCUMENTS IN YOUR FILE, TYPE 1 FOR THE OPTION, 





BLANK OUT THE DOCUMENT NAME, 


MAKE SURE THE FILE AND LIBRARY NAMES ARE CORRECT, 


WHEN YOU GET TO YouR “DOCUMENT LIST” SCREEN, PRESS CF16 TO. PRINT 
THE LIST OF DOCUMENTS IN YOUR FILE, 


Press CFl To EXIT, 


C: YOUR LIST SHOULD LOOK SIMILAR TO THE LIST ON THE FOLLOWING PAGE «pom! 
os , a 


519 


TEXT MANAGEMENT 


DOCUMENT LIST 


Piles AEATRILES TEx LIe2 


DOCUMENT 


DESUPPLY 
FORM 


HOWTOMENG 


MERGE 
NAMEADDR 
QUTLIHE 
OUTLINES 
QOHMENO 
SUPPLIES 


DESCRIPTION 
Data base Surolies document - Team 2? 


Quantity On Hand Form Document —- Team 2 


How to mema - Team 2 
Merge document - Team 2 
Name and Address document-Team 2 


Outline of How to pop popcorn —- Team 2 


Outline of How to pop popcorn — Team 
Quantity On Hand Nemo - Team 2 
Supply document —- Team 2 
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CREATED 


02/09/04 


02/09/84 
01/23/84 
02/09/84 
01/20/84 
01/23/84 
02/06/84 
01/24/84 
01/20/84 
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